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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist
us in improving our user guides. Please send comments about the user guide to this

address: eRA Communications@mail.nih.gov.

Troubleshooting support:

Please contact the eRA Service Desk:
Toll-free: 1-866-504-9552

Phone: 301-402-7469
TTY:301-451-5939

Web: https://grants.nih.gov/support (Preferred method of contact)

Email: commons@od.nih.gov (for Commons Support)

Email: helpdesk@od.nih.gov (for IMPAC II Support)

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any resemblance
to actual accounts, projects, or individuals is purely coincidental.
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1 About eRA Commons

eRA Commons (Commons) is an online interface where grant applicants, grantees, and federal
staff at NIH and grantor agencies can access and share administrative information relating to
research grants.

NIH extramural grantee organizations, Operating Divisions (OpDivs), grantees, and the public are
the primary users of Commons, and each type of user is assigned a specific role (or roles).
Depending on your role, you may perform a variety of functions in Commons, including:
o Track the status of your grant application through the submission process, while viewing
errors and/or warnings and checking the assembled grant image.
o View summary statements and score letters following the initial review of your application
o View the notice of award (NoA) and other key documents.

o Submit Just-in-Time (JIT) information required by the grantor agency prior to a final award
decision.

o Submit the required documentation, including the Financial Status Report/Federal
Financial Report and
Final Research Performance Progress Report (Final RPPR) to close out your grant.

« Submit a No-Cost Extension notification that the grantee has exercised its one-time authority
to extend without funds the final budget period of a grant.

o Submit an annual progress report electronically.

o Manage personal and institutional profiles.

NOTE: All attachments should be submitted in PDF format with a maximum size of 6MB.
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1 Latest Updates
1.0.1 September 20, 2017

Awarding agencies will be able to request additional materials for an Interim RPPR from the
principal investigator (PI) and signing official (SO) via eRA Commons. In turn, the SO will be
able to submit the additional materials via eRA Commons, in a process that is similar to the Final
Progress Report Additional Materials (FRAM) process.

See the section on Interim Report Additional Materials.

1.0.2 August 22, 2017

Personal Profile Module - Education

o The Residency information in the Education section of the Personal Profile has been
replaced by Post-doctoral Clinical Training Information.

1.0.3 June 8, 2017

Carryover requests have been added to the Prior Approval module. The steps to electronically
request a Carryover request mirror the No Cost Extension request process.

1.0.4 June 1, 2017

« Eligible SBIR/STTR grants will now have links to /nterim and Final RPPRs. Review the
Interim RPPR and Final RPPR sections for details.

o Format of Interim RPPR pop-up updated to contrasting color.

o Updated enforcement of SO restrictions on closeout links, main search page, JIT, FRAM,
and FIS pages.

1.0.5 April 10, 2017

Security and validation updates.

URLs for "http://grants.gov..." sites updated to secure HTTP (i.e. https:/grants.gov...).
1.0.6 February 23, 2017

Prior Approval - Users may now request a change of the PD/PI on a grant.

1.0.7 February 21, 2017

Prior Approval - Users may now request a No Cost Extension (NCE) via Prior Approval.

1.0.8 February 1, 2017

New mstructions issued for Submitting Y our Final Research Performance Progress Report.
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1.0.9 January 19, 2017

SAMHSA grantees will now use ASSIST for non-competing continuation applications (non-
research only). They will initiate the application in eERA Commons and prepare and submit it in
ASSIST. Grantees will be able to track the application in eRA Commons through Status; they will
also be able to manage their entire non-competing continuation process for their grant using a new
Manage Continuations sub-tab in eRA Commons. Requisite changes will also be made to the
Grant Folder.

1.0.10 January 17, 2017

The Status Information screen has been reworked to incorporate an updated look and feel and to
consolidate information on applications into one consolidated landing page. This is part of a burden
reduction effort and should alleviate a great deal of searching and the need to access multiple
screens for the bulk of the application-related information.

1.0.11 January 1, 2017

Use of Final RPPR: eRA made changes to eRA Commons, RPPR, Inclusion Management
System, and the Grant Folder to accommodate the Final Research Performance Progress Report
(Final RPPR) replacing the Final Progress Report in eERA Commons effective Jan. 1, 2017 (for all
grantees, except small businesses). See the Dec. 20 News and Nov. 23 News.

1.0.12 December 2016

The Final Research Performance Progress Report (Final RPPR) will replace the Final Progress
Report (FPR) for grants closeout, effective January 1, 2017. The Final RPPR will be available for
use in eRA Commons on January 1, 2017.

The format of the Final RPPR is very similar to that of the annual RPPR. The notable differences
are that the Final RPPR only uses section D.1 for "Participants" and does not use sections F
(Changes), and H (Budget). Additionally, the Final RPPR does have a new section: Section I
(Outcomes).

Project Outcomes (Section I) will be made publicly available, allowing recipients the opportunity
to provide the general public with a concise summary of the public significance of the research.

The deadlines for submitting a Final RPPR remain the same — no later than 120 days from the
project end date.

NIH will maintain the business rule that allows the Signing Official (SO) to delegate the
submission of the Final RPPR or Interim-RPPR to a Program Director/Principal Investigator
(PD/PI).

1.0.13 October 2016

e SAMHSA will now use Commons to initiate, track, and manage the progress of non-
research amendment applications.
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o This functionality will now be found in the "Manage Post Award Amendments"

module under the "Non-Research" tab for eligible users.

o When a user initiates a non-research amendment in Commons, the system will open
up the application in ASSIST, with the appropriate forms, and the completion and
submission of the application will happen there.

o Subsequent to submission, the user will continue to:
m Track the application process

m Submit, view, and edit "Requests for Additional Materials" (RAM)

m View amendments in Commons.

o New Non-Research Tab Has Been Added to the Top Navigation
o As part of the expansion of eRA services to other federal agencies, the Non-Research
tab has been added for recipients of SAMHSA (Substance Abuse and Mental Health
Services Administration) non-research grants.
o The new tab is located after eRA Partners.
o Only those who receive SAMHSA non-research grants will need to access this tab to

manage post award amendments.
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2 Welcome to Commons!

Access Commons by entering the following address into your web browser:
https://commons.era.nith.gov/commons/

The Welcome to the Commons screen displays important and potentially new information to users.
Take a moment to review the information provided on the screen. This information includes:

o Commons Login

Enter your Username and Password to access the Commons system and modules.

¢« ¢RA Service Desk

The hours, website address, and phone number of the eRA Service Desk is provided in this

arca.

o System Notification Message

Read the messages displayed here to find out if system outages exist or to access the eRA
Scheduled Maintenance Calendar.

o Supported Related Resources

Useful links for avoiding Commons errors, self-help resources, electronic and application
submission as well as the link for the eRA Home Page can be found in this area.

o Commons Related Resources

Links for submitting a reference letter and for accessing the Commons Demo are located in

this area.

o Register Grantee Organization

Click this link to register your organization. Refer to the section of this document titled

Registering Institutions and Organizations on Page 37.

¢ About the Commons

Check this area for links to Commons Frequently Asked Questions, training, the latest
Release Notes, etc.
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« Additional Links

Useful links such as to Grants.gov, iEdison, NIH, Loan Repayment, and others can be
found in this area.
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2.1 Logging into Commons

Commons requires users to enter a unique user ID (from 6 to 20 characters) and password for
authentication. Refer to the section of this document titled Password Policy on Page 18 for
additional password-related information.

The Commons Login area of the screen allows for two types of user to log into Commons: the
external Commons user and the internal NIH or Agency user. For steps related to external users,
please refer to the section of this document titled Accessing Commons with a Commons User ID.
For steps related to internal users (such as NIH, SRO, agency users, etc.) please refer to the section
of this document titled Accessing Commons with a Network ID (NIH or Agency).

Accessing Commons with a Commons User ID
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2.1.1 Accessing Commons with a Commons User ID

If you have been provided with a Commons User ID, you may log into Commons using the
Commons Login section of the log-in page.

To log into Commons:

Navigate to the Commons system on the internet.

Under Commons Login, enter your username in the Username field.
Enter your password in the Password field

Click the Login button.

b=

Commons Login
*Required field(s)

*Username

*Password

[ Login ” Reset ]

Forgot Passward/Unlock Account?

NOTE: For security purposes, all passwords will display as asterisks (*) as they are entered. The
Commons system will lock users out after three (3) unsuccessful login attempts.

A successful login will show the username, institution, and your user roles in the Welcome section
of the screen as well as in the upper right corner of every Commons screen.
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IMPORTANT: Are you affiliated with multiple institutions? Make sure that the correct
institution is displayed after you log in. This will affect the information you can access in
Commons. Refer to the topic called Changing the Displayed Affiliated Institution on Page 12 for
more information.

After you have signed into Commons, you may access the various tabs, links, and help screens, as
well as other available links.

NOTE: The modules accessible to a user depend on that user’s role and privileges. The image
below is only a sample of possible options.

2 www.hhs.gov

Welcome: Janice Galiolo
D: NT_GALIOTTOU_15
Ingtitution: Nod Affiiated
Roles. SRA HCAS

Logout | Contact Us | Help

@

) A Commons
A program of the National Instifutes of Health

(Hnmt Admin  Instilution Prodile  Status RPPR  Internet Assisted Review  xTrain  xTRACT oﬂ.ﬁhmm)

Accessing Commons with a Network ID (NIH or Agency)

If you are an internal NIH or Agency user accessing Commons, you will use your Network ID to
log into the system. Your Network ID is that which you use to sign onto your computer.

NOTE: Your Network ID is not your IMPAC II User Name.
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Officers (SROs).

Commons.

IMPORTANT: Some examples of federal users who may need to access Commons include
Office of Financial Management (OFM) staftf who review grantees' Federal Financial Reports
(FFRs); administrators who manage/review appointments in XTRAIN; and Scientific Review

All Commons users — including federal staff — must have a Commons role in order to log in to

To log into Commons using your Network ID:

1. Navigate to the Commons system on the internet.

2. Find the section marked Federal User Login Here. Click the word Here, which is

displayed as a hyperlink.

Commons Login @
*Required field(s)

*Username

*Password

[ Login H Reset ]

Forgot Passward/nlock Account?

Federated Institutions/Organizations @

Gﬁieral User Login He@

The network login screen displays. If this is the first time accessing the system using the network
log in, you are directed to synchronize your network account with your IMPAC II account. For

Welcome to Commons Screen 9
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more information on synchronizing accounts, please refer to the instructions located at
http://inside.era.nih.gov/single network/single login.cfm.

3. From the Network ID login page, insert your PIV card into your card reader.

—OR-

Enter your Network User Name and Password fields and press the Log in button.
Alternatively, you may select Login. Do not enter your IMPAC II credentials on this screen.

= Insertyour FIV card inbo your smar card reader
badore attempting bo login
User Name: | GeaViash_NIH
For assistance. read the nstructions for
T LT —— | lchange Fassweed [ Uging $man cands and carficates with MM Login (POF, 21 pages 726 KB

s «CD

Waming Hotice

This is a ULE Govermment compuder Syshém, which may bé acoessed and used ohly Tof authorited Gonmment busingss by authorized pérsonnel. nauthodized actess of
use of this compuber syslam may sulject wolalors o oriminal. o, andion admanisirative acion

Al informiation on this computer System may be inlercepted, recorded, read. copied, and disclesed by and to authonoed persennel far oficial purpeses. induding criminal
irvesiigations. Such information includes sensilive dala encrypled ko comply with confdentality and privacy requinsments. ACCess or use ol this compuber syslam by any
persan, whether authonzed o unauthorized, consiules consent to Mese lerms, There is no nght of prvacy in Mis system

If you need assistance - Please call the NIH IT Serace Desk 301-496-4357 L5-HELF); 865-313-4357 |k "."IE=_| or Sybenst 5 Maig Desi Tigkat

BICIT & (¢

NOTE: For security purposes, all passwords display as asterisks (*) when entered.

A successful login will show the username, institution, and your user roles in the Welcome section
of the screen as well as in the upper right corner of every Commons screen.
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After you have signed into Commons, you may access the various tabs, links, and help screens, as
well as other available links.

NOTE: The modules accessible to a user depend on that user’s role and privileges. The image
below is only a sample of possible options.

¥

- Hiegcdronic Reiqsarch Adminlifrailon - 'dal" -~ --r.:::-c ll:r;:-:;*b:l-‘\-\,lm
(ezEws Commons ) @ =T
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2.1.2 Session Expiration

If you are going to be away from your computer for an extended period, save any changes and log
out of the system. Work sessions expire after 45 minutes of inactivity. At that time, the system
returns to the Commons Login screen.

2.2 Switching Institutions
Are you a PI who has switched institutions?

PIs moving from one institution to another do not need to establish a new Commons account. In
fact, if you are a PI, you should maintain a single Commons account throughout your career.
You'll just need to affiliate your new institution to your existing Commons account.

There are many benefits to maintaining a single Commons account including:
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o Your grant record history will be kept together instead of being split across multiple accounts

« Ifyou have served as a Reviewer, your service on study sections will be recorded properly
and will be accounted for in determining eligibility for continuous submission (Policy:
https://grants.nih.gov/grants/peer/continuous submission.htm)

o Records maintained by NIH will be more accurate

o With one account, your degree information will be kept in one place and is more likely to be
reviewed in consideration for Early Stage Investigator eligibility

Follow these steps if you switch institutions:

1. Request that the SO at your new institution/organization affiliate your existing Commons
account with your new university/organization. Y ou will need to provide the SO with your
Commons ID.

The SO can follow the steps listed in the Create Affiliation topic of the Accounts
Management System Online Help.

2. Ifyou have left the other institution/organization, request that the SO at your old
institution/organization disaffiliate you from that institution.

NOTE: It is possible to have multiple affiliations tied to one Commons account. Y ou do not
need to disaffiliate your account from the first institution if you still remain there.

3. Contact the eRA Service Desk if you realize that you have more than one Commons
account. They can help you merge the accounts together.

4. Keep your Commons Personal Profile updated. This includes the address fields and the end
dates of your employment.

IMPORTANT: While a PI can keep the same Commons account when switching institutions,
system users with the SO role must create a new account within the new institution/organization.

2.3 Changing the Displayed Affiliated Institution

If you are a PI affiliated with more than one institution, it is important to check which institution is
currently selected when you log into Commons. Y ou will only be able to access the information
pertaining to the selected institution. Y our selected institution is displayed under your user ID
information in the upper right corner of the Commons screens.

To select a specific institution to work with in Commons:

1. Log into Commons.

If affiliated with multiple institutions, the name of the default institution displays as a link within the
upper right corner of each Commons page.
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2. Click on the link displaying the name of the institution.

Welcome: THOMAS JEFFERSON
é OER l ID: JEFFERSOM.T
k /¢ Institution: MOUNT YERMON COLLEGE
Ryt Cgm—m _D

Logout | Contact Us | Help

The Change Affiliation screen opens. This screen lists the names of all institutions with which you
are affiliated.

3. Select the radio button of the institution.
4. Click the Submit button.

Roien: B AR
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The Commons home page displays, with the Institution fields updated to the selected affiliated
institution.
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The grant and institution information displayed on the Commons screens is for the selected
institution only. To switch to another institution, repeat the steps above.
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NOTE: Changing the institution is accomplished from any screen in Commons; the Welcome area
in the upper right displays the Institution name as a link on all screens, not just on the Commons'
home page.

2.4 Logging out of Commons

Upon completion of any work, edits, updates, submissions or administrative changes, it is best to
log oft/sign out from the Commons system before closing the browser. The Logout link is located
in the upper right corner of each screen.

Eleciron ic Raswarc h Adminisiraiion {PW% F Wk Oeor pe Washinglon
ER | D WASHNOTON
2 >
( eR A Commons ) O () Bt enncon
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Tk Admin Instiution Prolile  Personal Profile  Stabus oSHAP xTrain Links oRA Pariners
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3 Federated Institutionlerganizations Sign In

eRA Commons is piloting Institution/Organization Log In functionality. This pilot is limited to
those organizations currently registered with the Center for Information Technology (CIT). This
piloted feature allows limited users at these registered institutions/organizations (herein referred to
as organizations) participating in the Commons Federation to use their organization's credentials to
log into the Commons system.

This topic provides information on the following:

o Federated log in with a linked Commons account
o Linking your Commons account

o Trouble-shooting issues linking your accounts

IMPORTANT: This is a pilot program. Not all Commons users will be able to use this feature.

3.1 Accessing Commons with Your Organization Credentials

1. Navigate to the Welcome to the Commons page.

2. In the Federated Institutions/Organizations section of the log in panel, select the appropriate
organization from the drop-down list.

3. Select the Sign In button.

4. Your organization's sign in page displays.

5. Enter your credential information (e.g., username and password) as appropriate to your
organization.

This information -and screen- is managed by your own organization and not by

eRA Commons. If you do not know your credentials at your institution or you are having
trouble with your institution's log in screen, you will need to contact your institution.
eRA cannot help you with this screen.

Validations will occur with your organization to authenticate your credentials. Any failure to
authenticate your organization credentials must be addressed with your organization.

If Commons determines that your organization credentials are associated with a
your Commons ID, you will be successfully logged into Commons and can start using the
system. If your accounts are not linked, you will be prompted to do so.

If your organization credentials are not linked to your Commons ID:

If Commons determines that your organization credentials are not linked to a Commons user
account, you will be prompted to do so via the Link Institution/Organization Credentials
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with eRA User ID screen.

1. Enter your Commons User ID and password.
2. Select the Continue button.

If successful, your Commons User ID will be linked to your organization's credentials,
and you will be able to log into Commons using the Federated
Institutions/Organizations section and by entering your organization credentials.

If Commons cannot authenticate the Commons user ID or password you provided, the
following message will display: Either the information entered is invalid or you are not
enrolled in the eRA Commons. To keep your information secure, we may lock your
account if you continue to enter incorrect login information. Please see your
organization's account administrator for assistance (ID: 200523).

Other issues may prevent Commons from linking your accounts. Please read all
messages and tips that appear on the screen during this process. Y ou may also refer to
the section below titled Why Can't I Link My Commons Account? on Page 16 for
help.

IMPORTANT: During this pilot, some of the features within eERA Commons system will be
limited to users logging in with their Institution/Organization credentials. If you encounter
difficulties accessing features within eRA Commons system, please log in using your eRA User
ID and password.

3.2 Why Can'tl Link My Commons Account?

If you are with an organization participating in the Commons Federation, but you are having
trouble linking your Commons account to your organization credentials, one of the following may
be the issue:

Are you trying to use a temporary password? If you have not yet created a your own password
and are attempting to link your accounts using the system-assigned, temporary password, you will
receive an error. Y ou must change your password to one of your choosing before you can link
your accounts.

To do so, navigate to the Commons home page. Use the Commons Login fields to log into
Commons with your Commons ID and temporary password. Y ou should be prompted to change
the password.

After successfully changing your password, log back in following the steps described in Federated
Institutions/Organizations Sign In on Page 15.

Is your current Commons password expired? You will not be able to link your accounts if
your Commons password is expired. Navigate to the Commons home page. Use the Commons
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Login fields to log into Commons with your expired password. Commons will present the Change
Password screen on which you can update your password.

After successfully changing your password, log back in following the steps described in Federated
Institutions/Organizations Sign In on Page 15.

Is your Commons account locked due to multiple unsuccessful logins? You can reset the
account by clicking the Forgot Password/Unlock Account link on eRA Commons home page.
Commons will generate a new, temporary password for you.

Once you follow the steps for changing the temporary password to one of your choosing, you can
log back in following the steps described in Federated Institutions/Organizations Sign In on Page
15.

In all other cases, please contact the eRA Service Desk to resolve this issue.
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4 Password Policy

As shared information becomes more prevalent, so does the need for IT security programs,
policies, and procedures. The eRA Password Policy (PASS) reduces the risk of unauthorized
access to the production servers and databases. Please review the eRA Password Policy.

Policy: http://era.nih.gov/files/NIH eRA Password Policy.pdf.

4.1 First-Time Login

If you are a first time user logging in with the temporary password provided to you in the email,
Commons will prompt you to change your password when you first log in successfully.

Standards for creating passwords are displayed on the Change Password screen and must be
followed when creating a new password.

1. Enter the temporary password into the Current Password field.
2. Enter the new password into the New Password and Confirm New Password fields.
3. Click Submit to update the new password information.
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A confirmation message displays if the password is valid and meets the NIH password standards.
If the new password does not meet the standards, an error message displays.
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4.2 Password Requirements
The following list highlights the password requirements for eRA users:

o Must be at least eight (8) characters long (no blank spaces) and is case sensitive

« Must contain a combination of at least three (3) of the following types of characters:
o Uppercase letters

o Lowercase letters
o Numeric characters

o Special characters (! #$ % - _ =+ <> %)

The following special characters are NOT allowed: @, &, or a “period”

o May NOT contain your Username

o May NOT start or end with a number
o Cannot be reused within one year

o Must be changed every 90 days

« Passwords created or changed by the Institute and/or Center (IC) Account Administrators
must be changed at first login.

o Accounts are locked after six (6) consecutive unsuccessful login attempts. Users can click
the Forgot Password/Unlock Account? link under the login fields of the Commons
homepage (https://commons.era.nih.gov/commons/index.jsp) to unlock their account(s). Be
advised that a temporary password will be forwarded to the account owner's email address
and is active for only 48 hours.

o Contact the eRA Service Desk if you are still experiencing the issue.

Read more information on the eRA Password Policy.

Policy: http://era.nih.gov/files/NIH eRA Password Policy.pdf.

NOTE: Temporary passwords, sent to the user via email, are only valid for 48-hours and must be
changed to a permanent password of the user’s choosing within that time period.

4.3 Reset Password

Have you forgotten your password? Users who have forgotten their password have the option of
requesting to reset their password. Submitting this request generates a new, temporary password,
which is sent to the e-mail address contained in your user profile. This temporary password will get
you into Commons, where you can reset a new password of your choosing.
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Since your new password will be sent to the email address you used to create your Commons
account, you must be able to access that email account in order to get your new password.

NOTE: If you know your password and just want to change it, use the change password feature
instead. Refer to the section of this document titled Changing Your Password on Page 21.

To reset your password:

1. Select the Forgot Password/Unlock Account? link on the Commons home page.
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3. Click the Submit button. The system returns to the Commons home page. Commons
generates a new, temporary password and sends it to the email address contained within the
user profile.

4. Log into Commons using the temporary password provided in the email.

5. After logging into Commons with the temporary password, create and enter a new password
as prompted by Commons.

NOTE: All passwords are validated against the Password Policy requirements.

IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

4.4 Changing Your Password

When logged into the system, a user’s account password can be changed using the Change
Password screen. This may be performed at any time to enhance security as necessary or for any
other personal reason you would like to change your password.

1. Select the Admin tab, then the Accounts tab, and then the Change Password tab.

The Change Password screen opens in a separate window. The screen lists the password creation
standards that must be followed when choosing a new password.

2. Enter your current password in the Current Password field.
3. Enter the new password into the New Password and Confirm New Password fields.

NOTE: Passwords display as dots for security purposes. Make sure to enter your password
carefully.

4. Select the Submit button.
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Change Password @

6 INFORMATION!

Current Password

Hew Password

Confirm Mew Paiiword:

The password change takes effect immediately and must be used when logging into Commons
again.

IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

4.5 Reset Your Expired Password

For security purposes, passwords will expire after a set amount of time and must be reset. When
your password has expired, you will be directed to select a new password when you try to log in.

Your new password must conform to the standards listed on the screen.

1. Enter your Current Password.

2. Enter a New Password.

3. Re-enter the new password in the Confirm New Password field.
4. Select Submit.

Your new password is effective immediately.
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IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

4.6 Resetting a Locked Account

If you have attempted to log into Commons multiple times using an invalid password, your account
will lock. When this occurs, it is necessary for the Signing Official (SO) at your organization to
unlock your account and reset your password.

SOs can reset locked accounts with the Manage Accounts feature.

The Accounts Management module has its own online help feature. Refer to the following for
information on unlocking accounts and resetting passwords on locked accounts:

Reactivating/Unlocking an Account

Resetting a Password
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IMPORTANT: If your account is not locked, but you've forgotten your password, you can
reset the password yourself. Refer to the section of this document titled Reset Password on Page
19.
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5 User Roles

To log in to Commons and access its features, you must have a Commons account with assigned
user role(s). User roles determine which features you can employ, the tasks you can perform, and
the level of access you have to information. Commons roles range from trainee roles to scientific

roles to administrative roles.

The following is a list of user roles which may be associated to your account. Refer to the section
on that role for more information.

e AA: Account Administrator at an organization, who facilitates the administration of
Commons accounts.

e AO: Administrative Official of an organization.

o ASST: An assistant who may be delegated to perform tasks on behalf of the PD/PI.

« BO: Business Official at an organization who manages trainee grants and uses the xTrain
module.

o FCOI: Those at an organization who manage the Financial Conflict of Interest module and
report submission.

o FSR: A person in an organization responsible for completing and submitting Federal
Financial Reports (FFR).

o Graduate: Role assigned to an individual who is a graduate student and is participating in
an NIH-funded project for at least one person month. Refer to the following guide notice for
more information: https:/grants.nih.gov/grants/guide/notice-files/NOT-OD-13-097.html.

« IAR: A Reviewer selected by Scientific Review Officer (SRO) assigned to critique and
score applications in a review meeting. These Reviewers use the Internet Assisted Review
(TAR) module.

« PACR: Having this role provides access to the Public Access Compliance Report system
via the Commons home page.

o PI: Program Director/Principal Investigator (also called PD/PI), who directs a research
project or program supported by the NIH.

e« POSTDOC: POSTDOC role exists in Commons for those at an institution serving in a
postdoctoral role. This could be someone who is being mentored and not yet in a permanent
position.

o Project Personnel: Role assigned to an individual performing other project roles on a
project. Refer to the following guide notice for more
information: https://grants.nih.gov/grants/guide/notice-files/NOT-OD-13-097.html.

e SO: Organization's Signing Official, who has the institutional authority to legally bind the

institution in grant-administration matters.
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o SPONSOR: Sponsors supervise the research training experience of individual fellows
supported by fellowship awards in the xTrain module.

o TRAINEE: TRAINEE user manages the electronic appointments of their own awarded
training grants.

o Undergraduate: Role assigned to an individual who is in an undergraduate program and is
participating in an NIH-funded project for at least one person month. Refer to the following
guide notice for more information: https://grants.nih.gov/grants/guide/notice-files/NOT-OD-
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5.1 Account Administrator (AA)

Designated by the SO, the AA facilitates the administration of eERA Commons accounts. The AA
typically is located in the Central Research Administration Office at the grantee organization.

If you hold an AA role, you have privileges to perform the following tasks:

o Create accounts and modify all Commons roles except IAR and FCOI roles

 Create affiliation between an existing PI or IAR Commons account and the institution

5.2 Administrative Official (AO)

An AO is an official within an extramural organization and may be located within the Central
Research Administration Office and/or an academic department. Depending on an institution’s
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workflow process, it is possible for the SO and AO to be the same person. In this case, only SO
authority is necessary (as SO authority supersedes AO authority).

SO and AO authorities should not be combined.

NOTE: An AO is not authorized to submit reports to the NIH.

If you hold an AO role, you have privileges to perform the following tasks:

o Create all accounts other than IAR, TRAINEE, and FCOI
Update Commons accounts created by the AO

View status and award information for all institution grants

NOTE: The AO cannot view summary statements or priority scores.

Create affiliation between an existing PD/PI or IAR Commons account and the institution

NOTE: An AO cannot modify the Institution Profile.

5.3 Assistant (ASST)

An ASST user can perform tasks on behalf of a PD/PI depending on the authority granted to the
ASST user.

If you hold an ASST role, you may have privileges to perform the following tasks:
« Edit your own personal profile (PPF) data

Edit the PD/PI's PPF if delegated by a PI user

Edit the PD/PI's progress report data if delegated by the PI user

o View the PD/PI Grant Status if delegated by the PI user
Perform PD/PI xTrain functions (except submit to agency) if delegated by the PI user

5.4 Business Official (BO)

A BO has signature or other authority related to administering grantee institution training grants.
Users with the BO role perform their tasks in the xTrain module of Commons.

If you hold a BO role, you have privileges to perform the following tasks:

o View the following Training Grant related items:
o Trainee Roster

o List of Grants

o Grant Summary
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» Routing History

o PDF-formatted Appointments/Amendments/Terminations

« Initiate, update, route, and submit Termination Notices (TN), if authorized

5.5 Financial Conflict of Interest (FCOI)

FCOl is the user(s) in the institution who manages the Financial Conflict of Interest reporting
process. The FCOI role can only be assigned by the SO to someone within his or her institution
and that person must have a Commons account.

If you hold an FCOI role, you have privileges to perform the following tasks:

Initiate FCOI
View and Edit FCOI
Delete FCOI
o Submit FCOI

FCOI responsibilities can be shared with other by assigning either the FCOI_ASST or FCOI
View roles.

5.5.1 FCOI Assistant (FCOI_ASST) Role

Commons users with the SO role can assign the FCOI _ASST role to those users in the institution
who will assist in working on the FCOI reporting process.

Commons users assigned the FCOI_ASST role, have privileges to perform the following tasks:

o Initiate FCOI
Search FCOI
e View FCOI
o Edit FCOI

o Delete FCOI

NOTE: Assign the FCOI View role instead to any system users who need authority to search for
and view FCOI information entered by the institution in the FCOI module, but who will not
perform any data entry or make changes to the information.

5.5.2 FCOI Read-Only (FCOI_View) Role

Commons users with the SO role can assign the FCOI View role to those users in the institution
need authority to search for and view FCOI information entered by the institution in the FCOI
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module, but who will not perform any data entry or make changes to the information. These users
have read-only access to FCOI report data.

Commons users assigned the FCOI_View role, have privileges to perform the following tasks:

e Search FCOI
e View FCOI

NOTE: Assign the FCOI ASST role instead to any system users who need the authority to do
more than view the FCOI report. FCOI ASST users can initiate, edit, and delete FCOI reports.

5.6 Federal Financial Report (FSR Role)

The Federal Financial Report (FFR) is a statement of expenditures for a grant. The Commons role
assigned for completing FFR responsibilities is the FSR role. Depending on the institution’s
workflow process, it is possible for the SO or BO/AO to have FSR person responsibilities. As
such, these two authorities may be combined on the same account.

If you hold an FSR role, you have privileges to submit FFRs on behalf of your institution.

NOTE: An account with only the FSR role assigned can only perform FSR tasks.

5.7 Internet Assisted Review (IAR)

Specially selected by Scientific Review Officers (SRO) of the NIH, an IAR user can critique and
score submitted grant applications. Many PD/PIs are selected for this role and IAR authority is
automatically added to their account once an SRO enables them for a meeting. All other reviewers
who have never served as PD/PIs have IAR authority solely.

If you hold an IAR role, you have privileges to perform the following tasks:

« Edit your own personal profile (PPF) and Reviewer address data

o Use the IAR module to submit critiques and preliminary scores for applications to be
reviewed at a meeting for which you are enabled

NOTE: If affiliated with an institution, you can take advantage of other Commons features with
the IAR role.

If you are a Reviewer with an IAR role and are seeking help with the IAR module, check out the
IAR for Reviewers online help system: http://era.nih.gov/erahelp/IAR Rev/.

5.8 Program Director/Principal Investigator (Pl)

A PI (also called a PD/PI, although the role in Commons displays as PI) directs a research project
or program supported by the NIH. The role of the PI within Commons is to complete the grant
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administration process or to delegate this responsibility to another individual. A PI may only access
information pertaining to the grant(s) on which he/she is the designated PD/PL

NIH has adopted a Multiple-PI (MPI) model—as directed by the Office of Science and
Technology Policy—permitting more than one PI to be associated with an NIH-funded grant,
contract, or cooperative agreement. Additional PIs assist with the responsibilities currently
accorded to a single PI. The multiple-PI model is intended to supplement—not replace—the
traditional single-PI model.

If you hold a PI role, you have privileges to perform the following tasks:

« Edit your personal profile (PPF)
o Delegate edit authority of your own PPF to others

o View the status of all grant applications for which you are the designated PI, including any
errors or warnings that may have been triggered

o View the assembled image of submitted grant applications before those grants move on for
further processing

o View Study Section/Meeting Roster of the Review Group that will be reviewing your
application

o View Review outcome information and summary statements

o View Notice of Award (NoA) for all grants for which you are the designated PI

o Delegate authority to someone with an ASST role to perform the same actions and receive

the same notifications as a you do as the PI

NOTE: PI users cannot delegate authority to submit appointments to the Agency.

o View the following Training Grant related items using xTrain:
Trainee Roster

List of Grants

Grant Summary

Routing History

o PDF-formatted Appointments/Amendments/Terminations
« Initiate, update, route, and submit Appointments, Re-Appointments, and Amendments in
xTrain
« Initiate, update, and route Termination Notices in x Train
« Initiate a progress report
o Delegate progress report authority
o Submit a progress report when given the authority by an SO
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5.9

Delegate Status authority to others within the institution so that they can see PI grant
information (except Review outcome information and Summary Statement)

NOTE: The PI role should not be combined with the SO role, but can be combined with the
IAR role.

Signing Official (SO)

An SO has institutional authority to legally bind the institution in grant-administration matters by
providing signature approval on grant application submissions. The SO monitors grant related
activities within the extramural organization and may have a number of titles.

If you hold an SO role, you have privileges to perform the following tasks:

Register the applicant institution in Commons
Create and update the Institutional Profile (IPF)
Create/delete/update all Commons accounts (except IAR and TRAINEE accounts)

NOTE: An SO cannot modify another user's personal profile (PPF) unless designated to do
so by that user

Create affiliation between an existing Program Director/Principal Investigator (PD/PI) and/or
IAR Commons account and the institution

Submit electronic grant application(s) on behalf of the institution via Grants.gov (outside of
eRA Commons), if also registered with Grants.gov as the Authorized Organization
Representative (AOR)

View status of all grant applications originating from their institution and any errors or
warnings that may have been triggered

View assembled image of submitted grant applications before they move on for further
processing

Reject grant applications to address submission warnings

View award information for all grants awarded to the institution

NOTE: An SO cannot view summary statements or priority scores.

Submit JIT information for a PD/PI

View the following Training Grant related items:
m Trainee Roster

m List of Grants
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m Grant Summary
m Routing History

m PDF-formatted Appointments/Amendments/Terminations

o Delegate progress report authority to someone on behalf of the PD/PI

o Delegate submit authority for progress reports to a PD/PI

o Submit a progress report to the Agency (NIH)

o Submit Final Research Performance Progress Report (Final RPPR)

o Submit a one-time No-Cost Extension on behalf of the PD/PI

 Assign the FCOI role for those using the Financial Conflict of Interest (FCOI) module

NOTE: An SO role should never be combined with a PI role.

5.10 Sponsor (SPONSOR)

A sponsor supervises the research training experience of individual fellows supported by
fellowship awards in the xTrain module. Your institution's SO (or another institutional official with
Commons account management privileges, such as an AO) can add the Sponsor role to your
account, which in turn will associate the Sponsor role with all of the fellowships with which you
are a Sponsor.

If you hold a Sponsor role, you have privileges to perform the following tasks:

o View the following Training Grant related items:
o Trainee Roster

o List of Grants

o Review Termination Notices and route to BO before submission to Agency
« Initiate Termination Notices on behalf of fellows who have left the institution

o Delegate Sponsor authority to another individual

5.11 Trainee (TRAINEE)

The Commons xTrain TRAINEE role is used to manage electronic appointments for awarded
Training Grants.

If you hold a TRAINEE role, you have privileges to perform the following tasks:

o View your PDF-formatted Appointments/Amendments/Terminations
o Update and route your Appointments/Amendments/Terminations

o View Appointments/Amendments/Terminations routing history
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6 Modules

Commons is organized by modules, each providing access to the information and tasks pertaining
to a specific area or function. Your access to each module - and to the features therein - is
dependent on your assigned user role(s). These roles are largely assigned by the Signing Official,
except for the IAR role, which is enabled by a Scientific Review Officer.

If you have access, a module is visible to you on the navigational menu bar near the top of every
Commons screen.

LS. Department of Health & Human Services B3 www.hhs.gov

Weelcoms: Janice Galiotio
) A Commons OfR) DxMT_GALIOTTOL_1S
. . . K i Institution: Not Affiiated
A program of the National Institutes of Health Roles: SRA HCAA

Logout | Contact Us | Help

Gm Admin  Institution Profile  Status RPPR  Internet Assisted Review  xTrain  xTRACT eR.APaﬂns@

NOTE: The figure of the user interface above is for display purposes only and does not represent
the available modules associated with the displayed role.
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7 Commons Demonstration Site

The Commons Demonstration Site is a fully functioning site for all users. Once an account is
created, the user has access to an environment containing data that is mostly identical to the
Commons production environment.

Use the training/demo facility to familiarize yourself with the eRA Commons application and to
practice creating sample institutions and accounts and/or manipulating grant applications. The site
provides access to the major functions of the system in a training/demonstration mode that mirrors
the production version, the difference being that only sample data is altered in the Commons
Demonstration Site.

7.1 Accessing Commons Demonstration Facility

To access the Commons Demonstration Site, select the Demo Facility hyperlink from the
Commons Related Resources section of the login page.

Eleciramic l.rl.iur:ﬁ Adminisiraiion P‘FM%‘ - — .
(@=EeE Commons ) OICERE
Commans Lagh = Welcome to the Commons Register Grantws Grganization

"Raguired B4 About thi Camimand

N |—I.I' Spibem Hotibiabon e tags
Pasaned Scidibed COMTONS MSHENMNCe Fof MISdenason HMaRen. Sef T gRA Scheduied Wgaiendfon CHENIN S——
* BeFUST
) .
T Support Related Resources .
Esait P - :

= EheaCirienel Solems i (" T &
» Drilired Robtcaarcoi: Take & Lage

Federated InstitutionalOrganizations & ] Nulmv-w r -
el ., LOETaTION S, o

FilA

Commons Related Resources
Federal User Login Here M Hp,‘ﬂ-lq,-u-’h:‘|(\"k-|; 8 Sofem 3 PEUBHICE WBET WIPER BTk B Dy 3 MSPCAL LS 1500w il nk Suera
[

oA Cammans Halp Desh (l}.cm.:.lg-rj [_,_,_._,_‘I g 04l I e Moad ol ik Ca by, of et 1 #RA Comamdes in 3 520 _'(_}

Warning Notice

This is a U 5. Gowsmemand Computes SYsiem. which miay be 200es8ed and umed oy lor sulhornzed Sovemmant

Users with a demo account should log in using the username and password created for this
purpose; users without a demo account should create one. Refer to the section of this document
titled Creating a New Demo Account on Page 35.
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7.2 Creating a New Demo Account

The Create a New Demo Account screen facilitates creation of a sample institution and user
account. Creation of an SO and a PI account is required, with grant applications assigned to the
created institution.

A number of sample grant applications are assigned to the PI account. Once the institution and
initial accounts are assigned, the training/demonstration module can be used to perform all
functions on the sample data linked to these accounts (such as creating new accounts, submitting
an RPPR or FFR, reviewing application status, and affiliating other demo users to the demo
institution).

To create a new demo account;

1. Select the Demo Facility link on the Welcome to the Commons page.

The Create a New Demo Account screen displays.

2. Fill in the appropriate information for creating the account, including all required fields.

NOTE: All fields followed by an asterisk (*) are required. The user name must have a minimum
of six (6) characters (numbers and letters may be combined) and a maximum of twenty (20)
characters. The account names must be unique.

3. Select the Submit button.

Electronic Reacarch Adminialration ViC D
(e=E®Sl Commons ) @ =

Hzies
Speniared by Nariamal fmptirares of Neafrk . .
Ll | Sofitien U | Haks

TN Links #RA Partners Help
Create a New Demo Account @

Atotodml inforemalion
Tk Harme " GAOIgE
Last Hame" Washinglon
Lher N musd e 3 minemom oF & chadafers 853 musl 63l alieddy b4 B uie
Possibis Rokes User Rama
S0 Ao " & 5o Gifash_S0
M Account * = m Giash_F1
Dpanal Holes o S0 s P C F3m [mjr-:
BO Aot Ceo
Traiesa ACoouni ] Traisas G ash_Train
E-mail Acdress " G astengizniemal com
Wl Mt rman College|

—
E=3 |

A verification message displays the information entered.
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4. Review all entered information and select the Save button to create the demo account.

Create a New Demo Account @

Please verify the data you entered for the new account.

First Name : George
Last Name : Washington

50 User Name : G\Wash_30 50 User Roles : 30
Pl User Name : GVWash_PI Pl User Roles : Fl

Email Address : GWashingtong@email

Institution : Mount Vernon College
((Soe))Conea]

The Save Action will create test institution accounts and a
number of sample applications for your personal use.
Please be patient, this may take up to a minute,

A confirmation page lists the user name information and passwords. Make sure to copy the
information.

5. Select the Continue link.

Create a New Demo Account &

Your Sample Institution has been created with the Accounts and Passwords listed below.
Flease write down this information and login to the MIH Commons Training/Demao Facility
using this information. Like MIH Commans, you will be asked to change your passward the
firsttime you login. Gnce you have successfully authenticated, you will be able to use the
MIH Commaons in the same way as you would the production version.

S0 User Hame : GWash_50 50 Password : trainso1%
Pl User Name : GWash_FI Pl Password : trainpi1®

The system returns to the Commons Demonstration Site for login and start of the training/demo
session.
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8 Registering Institutions and Organizations

Policy: https://grants.nih.gov/grants/policy/nihgps 2013/nihgps ch2.htm

Policy: https://grants.nih.gov/grants/policy/nihgps 2013/nihgps ch2.htm#determining applicant
org_eligibility

To access eRA Commons, there is a one-time registration process for institutions and research
facilities. Once an institution registers, accounts for the Signing Official (SO) and Account
Administrator (AA) created during the registration process become active. The authorized
personnel may create new user accounts within the hierarchy and structure of an extramural
institution and access Institution Profile information.

You can access the eRA Commons Online Registration system at the following location:
https://public.era.nih.gov/commons/public/registration/registrationInstructions.jsp

8.1 Institution Registration Request

The initial registration request sets up a mandatory account for the institution's SO and an optional
account for the institution's AA. Only authorized organization officials may be deemed as SOs for
their institutions. Examples of NIH accepted organization officials include:

o Corporation - President, CEO

« Institute - Executive Director

o University - President, Dean, or Chancellor

You must have a valid and verifiable Dunn and Bradstreet (DUNS) number before proceeding
with the registration process. If your institution does not have a valid DUNS number, you can
obtain one at the following website:

http://fedgov.dnb.com/webform

To register an institution within eRA Commons:

1. On the Commons home page, select the Register Grantee Organization link.
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(e=E®e " "Commons )

Fpeaierad by Naviemal fairirerss af Neoalek

Commons Login &

"Ruqainsd Seka()

Faderated InstRutions/Organizaticns &

Welcome to the Commons

[—ﬂw
-

1 EyRiNmE e Cumenlly avalable |

Schedubed Commons Wainisnances For manfnance informaton, b T 454 Scheduled Mambnance Galsnda

Support Related Resources

= EMCIOnic Subimission: Ladim SO0l Te Modd ibqusnt SepScuton eears M byoading Common Enos

» Onling Resourcen: Taks sdvantags of sur orilkes S8 et Baiourci

o Ehpcirpnic Applcaion: Sulbmission: To leam about compisling and submiSing an Hach orec grang apoboalon
Bfed BOCHSA PDRa S OUR0RS, Vel Pl Apdvis, o ol

& ofUA Mong Page: TS 0d Commeaad FACH Ul fuidis Faning mabiials. a5 dep-by-ilep niraciong ke
parformeng st in Commens, W88 T gRA webaie

@ulm Grantes nmnm_')

dibout the Commons

» fa .
+ LaestBelsase odes

Additional Links

BaboRT
A T

8w omow W

The Online Registration screen displays.

2. Read the instructional steps and click the Register Now button.
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Commons
A program of the National Institutes of Health

eRA Partners

Online Registration

Only Signing Officials can register their institutions with the MIH. Follow these directions to register your institution.

1. Complete the online Institution Registration Form and click Submit.
2. Agency will send you an email with the link to confirm your email address.

3. Once email address is verified, the Agency will review your request and let you know of
the resultvia email.

4. Ifyour requestis denied, you will get an email notifying you of the reasan.

A Ifyour Requestis approved, you will get an email with your Commons user id and
temporary passwaord.

6. Log in to Commaons with temporary password and system will prompt you to change
temporary password to the permanent one. Contact S0 will be prompted to
electronically sign your registration request. (Please review your registration information
carefully).

7. Once contact 3O has electronically signed the request, your arganization will be active in
Commans and you may Create and maintain additional accounts for your institution

staff.
Register Now

The Register Institution screen displays.

3. Complete the required fields for the Institution Information and Accounts Information
sections noting the following:

« All fields followed by a red asterisk (*) are required

e A minimum of one address line (Street 1) is required

o The Institution Name may contain a maximum of 100 characters
o An Official’s Title may contain a maximum of 240 characters

o The User Name must have a minimum of six (6) characters (numbers and letters
can be combined but no spaces can be used). Usernames may not exceed the
maximum of twenty (20) characters.
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o The AA position and information is optional. When completing information for
the AA, fill in the required account information fields and submit.

o The DUNS Number is a unique nine-digit identification for single business
entities

NOTE: More information about DUNS Numbers is located online at http://www.dnb.com/us/.

Register Institution e

I Online Registration

1o the ERA C On.Ling i ion Process.

Completing this process will register your institution info the ERA Commons and establish up to two accounts for your institution. Selected staff at your institution can then create additional accounts
appropriate to the needs of your institution

Before registering your institution please read through the registration matenal provided here. 11 is recommanded thal you print a copy of his page 1o use as a reference when completing the form. To
print 3 copy selact he “Print” button on your browser button bar or select "File/Print” frorm the menu bar.

* indicates required field

Institution Hame :* Closeout E-mail

DUNS Number :* NoA E-mail :*

Street 17" city ™

Street State ™ -
(20873) of (208733423)

Street 3: Zip Coge =~

Street d: Country: UMITED STATES =

nccounls Information

Principal Signing Official Accounts Administrator
This entire section is optional; however if any information is entered then all required fields must be
entered

Hame Prefix: Hame Prefix:

First Mame :* First Hame :*

Middle Name: Middle Name:

Last Name ™ Last Name :

Title :* Title :*

Usar Name ;™ User Mame ™

Phone :* Phone "

Fax: Fax:

E-mail E-mail :*

ED 3 23

4. Verify that all entered information is correct before selecting Save.

The Online Registration screen displays.
NIH displays a notice stating the submission was successful.

5. Click Return Home
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f Health & Human Services

L]

ml) A Commons
A program of the National Institites of Health

[T eRA Partners
Online Registration

Your registration requast has been successiully submittad 1o Agency. An e-mail will be sent to you sShortly. Please follow the
instructions in the e-mail in order for MIH to verify your institution's e-mail address

| Raturn Home ]

NIH sends an address confirmation e-mail to the designated SO.

6. Click the e-mail hyperlink to verify the SO e-mail address.

The Email Verified screen displays when the SO clicks the link in the email that they receive and
confirms that the SO email address is valid.

NOTE: If an Account Administrator (AA) account is created at the same time as the SO account,
a separate email is sent to the email address of the AA account containing the AA account user
name. A second email is sent to the email address of the AA containing the AA account temporary
password. Emails sent to the SO do not include the AA user name or password.

NIH reviews the registration, which is now pending approval, and displays the Email Verified
screen.

1t of Health & Human Services £ www.hhs.gov

r Welcome

[] A Commons QR )| Insttution: ot Affilated
- k Y R

A program of the National Instifutes of Health ;D;.Tm )5 | Help

LT oRA Partners

Email Verified
The email for [BLPHASO0S] has been verified

HEH will reniew your application panding for approval. Once reviawed, you will receive anather email stating the status of your applicaion. Furthér instrection will
be provided to complete the registration process.

Once the NIH has reviewed the registration request, a second email is sent stating the status of the
application (either approved or rejected). If the request is rejected, an email is sent notifying you of
the reason.

Institution Registration Confirmation
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7.

8.

If approved, select the hyperlink in the e-mail message to confirm the registration process
and open the IPF Assignment View.

3 wrwrwe s g

Wiplczamg
SN Commons @ raiic i attuces
A prograr of th MSones! ndtdes: of Heal Cona U | Hislg

Home STEIE
IPF Assignment View L]

Pl Bcun dpproend pour nedialalion sad Inked vour regatrifion with hI Sitabaad  Dodi The mildimabon Selow comedly malch your nalilion™
Coafirm levsliubion Regisk afon

Plingis Iy @00 s I Dot Paivos FORETH1T
W lstiution Hame TORITHNT
Hisguedl Dale: 0185200 125133

Click Yes on the IPF Assignment View screen.

After the SO confirms the Registration request, an email is sent containing the User ID and
temporary password.

Once the SO has re-logged in to Commons and changed the password, the Registration
Information screen is displayed.

t of Health & Human Services £ www.hhs.gov

)i Commons f& (@
A program of the NaSonal Institules of Health Byt

Registration Information

Iy Orgier b0 profect he confidentiality of carain informasan, access b the Secure eRA ComMEns SeNVer (s imited to authorzed users. The registration of eRACommons users will be adr by the Principal
Signing OfMcial, or their designee, sening as the grantes organization Commaens Accounts Administrator.

The granie# crganizalion Principal Signing Ciicial sendng as adminésirator of e Commeons accounis, and signatory of this form, sheuld be fe Official with institutional authodity in 30 far as legally binding grants adminisiration
SCHANE WIth the MNIH are concemed, INCudng Sening as e grantae 07gamMzation authodty responsitie for submission of grant applicalions 10 the NIH. AS ComMONE ACCOUNES Adminksiratod. this OMcial will have the authanty to
create, modify and delele Commons accounts for adafional Signing Officials, Administrative Officials, Principal Investigators, Program Dineclors, and other scentific andior administratiee 5tafifor the grantes organization

Solely for e purpos e of facilitaling adminisiration of Commons accounts, and distinet from submitling grani applications to the N, the Principal Signing Official can exbend authorfly 1o a Primary Comimions Accounts
Administrator. Designation of such 3 Primary Commeons Accounts Adm or can be ach ged herein, as. jow, 50 long a3 both Principal Skgning OMcial and Primasy Commens: Accounts Administrator are
signatories of this form.

Insiitution Information

Ina it tion Mame: YOMITAT

FAX Recetved: Mo Chaseout E-mai: eRATest@mail nih gov
Duns Numiber; BE3214780 Mo E-mail; eRATestEmail.nih gov
Sireet iz TEST City: BETHESDA

Stroet & State i

Street 3 Zip Code; 20817

Sireet 4: Country:

IPF Code:

Name Prefic Name Profic

First Mama: Tests0 First Nama: TestAs

Maddie Hame: Middie Name:

Last Mame: Ll==tcli] Last Name: Tastan

Suamx Sumx:

Tithes CED Tithe: Execuiive

Usar Hams: ALPHASOS User Harma: BETARAS
Phone: O00-000-0000 Phona: DO0-000-0000
Fax: Fax:

E-mail: eRATessEmail nik.gov E-mait: eRATazt@mail nih.gov

By clicking the “Accepl butlon, you acinowledge responsibay for maintaining the security and condidentiaify of the grantes organization’s information thecugh the administration of 38l Commons accounts estabiished for the
granté orgnization

=™
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9. Click Accept.

Once the SO has electronically signed the registration request, the organization will be active in
Commons.

Your Organization is now successfully registered in Commons.
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9 Admin Module

The Admin module houses the features used to perform:

e Account Management

o Delegations

All Commons users have access to the Admin module, however, your role determines what you
can and cannot do within the module.

9.1 Accounts

The Accounts tab of the Admin module contains the options for creating, searching, and updating
user accounts. From Account Administration, the following can be performed:

o Manage Accounts
e Advanced Search

o Change Password

To access Accounts:

1. Select the Admin tab.
2. Select the Accounts tab.

Refer to the topic Advanced Search on Page 44 for help with this feature.

For more information on creating and managing user accounts, refer to the Account Management
System's Online Help System (https://era.nih.gov/erahelp/ams new/).

9.1.1 Advanced Search

If you hold an administrator role (e.g., SO), you can perform a search on existing Commons
accounts to locate PIs eligible for continuous submission. You can search for accounts within your
institution or include those outside of your institution.

To perform an advanced search:

1. Select the Accounts tab from within the Admin module.
2. From within Accounts, select the Advanced Search tab to display the Account List screen.
3. Enter the search criteria. The percent sign (%) may be used as a wildcard (e.g., Sm%).

The Search within your institution field is checked as a default and means that Commons
will only search for matching records within your institution. To include accounts outside of
your institution, uncheck this field before performing the search.
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NOTE: When searching outside of your organization, you must include the Last Name or
Commons ID in your search criteria.

4. Select the Search button.

The results display in the Account Search Results table and, depending on the number of
returned records, may be listed over multiple pages. Use the pagination, Prev, Next, and All links
to access all returned account records.

Account List @

Search Criteria

Hama

Comemens 1D Last Name First Nama Miggle
jausten1 775

Search within your Institution |

Account Search Results 1- 1 out of 1records  Prav 1 Mext All

User Name 5 Email Address 5 Account Status Role CS Eligibility Details Address Institution
. o

University of Literature

1234 Pemnberey Drive

Austen, Jane JAUSTEN1TTS  JAusteng@email.com Active IAR PI SPONSOR Mo Buiding 100 UNIVERSITY OF LITERATURE
Mail Code 1234
Mansfigld Park, NJ 07834

The search results include the following information:

User Name

User ID

Email Address
Account Status

¢ Role

CS Eligibility Details
o Address

o Institution

The CS Eligibility Details column displays a No or Yes link to indicate the Continuous
Submission Eligibility status of the PI. Select this link to open the Continuous
Submission Eligibility screen for that PI.

The Continuous Submission Eligibility for <PI Name> displays the same information the PI can
view from the Personal Profile. For more information on this screen, refer to the Personal Profile
Reviewer Information topic, specifically Continuous Submission Eligibility Status.
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Continuous Submission Eligibility
for Austen, Jane

Continuous Submission Eligibility Status:
Mot Eligible

To help recognize outstanding serace in the MIH paer review process and on NIH Advasory Groups, MIH has
implementad policy and procedures to allow appointed members of NIH rewew and Adwsory Groups, and peer
restewers with recent substantial serice (six times in the NIH specified 18 months penod). to submit their research
grant applications (R01. R21, or R34) on a continuous basis and 1o have these applications undergo mitial paer
reew in a bimely manner

What is Continyoys Submission? w
Continygus Submession FAQE w

Eligibility for Continuous Submission based on current how Eligibility Status
appointed membership

Eligibility for Continuous Submission based on recent Show Eligibility Staty

substantial service

9.1.2 Create a New Commons Account for an Individual (e.g., PD/PI)

If you are a Commons user with an SO, AA, or BO role, you have the ability to create new
Commons user accounts (such as for a PD/PI) using the Manage Accounts feature.

can create this account.

IMPORTANT: PD/PIs cannot create their own accounts. Only an SO or AA Commons user

To create a new account:

1. Select the Accounts tab from within the Admin module.
2. Select the Account Management option.

Health & Human Services

Commons
A program of the National Institutes of Health

Institution Profile  Status RPPR  Internet Assisted Review  xTrain

ons  Switch User Reference Letters Delegations

xTRACT

Account Administration
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The Search Accounts screen opens in a separate window. Y ou'll notice that there is no
Create New Account button displayed at this time. Y ou cannot create a new account until
you perform a search for the account first. This measure is in place to help avoid the creation
of duplicate accounts.

AMS
Manage Accounts AMS User Reports

Search Accounts @
@ Search Criteria

[] search only within my organization @

NOTE! You must enter at least one search field, besides User Type and Account Status.

User Type Account Status User ID
Commons B Al B

Last Name First Name Middle Name

Email Roles @

© Backfo top

NOTE: By default, the "Search only within my organization" checkbox is not checked so
that existing accounts for investigators and other scientific roles may be located and affiliated
instead of creating new accounts. PI roles, for example, are intended to be used throughout
the investigator's career regardless of their current affiliation(s).

3. Search for the person (Last Name, First Name) whose account you are creating. A fter
performing the search, if no existing account is found, the Create New Account button
becomes enabled.
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4. Select the Create New Account button.

AMS

Manage Accounts  AMS User Reports

Search Accounts @

© ERROR!

« Try to broaden your search by adding more search parameters.
s Create an account.

We searched for accounts but No Records were Found. Here are several error resolution suggestions.

@ Search Criteria

[] Search only within my organization @

NOTE! You must enter at least one search field, besides User Type and Account Status.

User Type Account Status User ID
Commons E| Al E|

Last Name First Name Middle Name
Crabtree Budge

Email Roles ©

Create New Account [+]

Back to top

The Create Account screen displays. The User Type should default to Commons and the

Primary Organization should default to that of your own. The User Typ
changed if necessary.

e field can be
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AMS
Manage Accounts AMS User Reporis

Create Account @

All fields are reguired unless they're marked (Optional)

User Information
User Type

Commons E|

UserID

Primary Organization
[Your institution name]

Contact Information

Last Name First Name
Email Confirm Email
Roles @

+ AddRoles

@ Go Back

Middle Name (Optional)

5. On the Create Account screen, enter the Personal Information fields. Note that all fields

except Middle Name are required.

o User Type: Select Commons from the drop-down list if it is not already displayed.

o User ID: Enter a unique name as the system username.

o Organization: This field defaults to your organization and cannot be changed. If an

individual needs to be affiliated with your organization and already has a non-

administrative account with another institution (primarily Primary Investigators - PI),

search for them outside of your organization and affiliate their existing account with

your institution.
o First Name
e Middle Name
o Last Name
e E-mail

o Confirm e-mail
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6. After entering Personal Information, you can assign a role to the account. Click on the +
Add Roles button to open the AMS | Add Roles tool. A separate window will open. The
organization will default to the current user's institution and cannot be changed. Below the
Organization field is the list of roles available to the type of user selected.

AMS | Add Roles

Organization

[Your institution name]

Role(s) (to muiti-select, please use ctrl or shift keys)

FSR - Financial Reporting users o~
GRADUATE_STUDENT - Graduate Student
PACR - Public Access Compliance Role
POSTDOC - POSTDOC
PROJECT_PERSONNEL - Project Personnel i
SCIENTIST - Scientist

ing Official E
onsor Users

SPONSOR - ee | 4
e AI LT [ E - Underaraduate

Close Add Role(s)

7. Select the role or roles required for the new account. Y ou may use multi-select in order to
choose multiple roles to add at one time.

8. Click on the Add Role(s) button when all roles have been selected. You will be taken back
to the Create Account screen and the new roles will be listed.
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Contact Information
Last Name First Name Middle Name (Optional)
Crabtree Budge
Email Confirm Email
CB@mcmanus. it CB@mcmanus.lit
Roles @
|+ AddRoles { % Remove Al
Showing 1 - 1 of total 1
Role(s) “ Organization(s) ¥ Action
=] [Your institution name] ® Remave

9. Ifitis necessary to add additional roles (now or later), repeat the same steps.

10. When all necessary roles are displayed, click on the Create button and the new account will
be created. Clicking on the Clear button will reset the page to blanks except for the default
institution.

11. Optional: 1f a role is either no longer required or if it was added in error, use the x Remove
button to eliminate that role for that account.

9.2 Delegations

Organizational institutions and users of the Commons system may grant other institutional
Commons users the authority to enter and process grant information, update PPF information,
submit RPPR information, work with specific modules, and ensure that NIH has associated (i.e.,
linked) the proper NIH support. This method of assigning (and revoking) authority to other
Commons users to perform specific functions is called Delegation.

Commons users may delegate specific authorities to other Commons users for their own accounts
such as when a PI delegates the Progress Report authority to another PI or a Sponsor delegates to
an assistant. Additionally, administrative users such as SO may delegate certain authorities on
behalf of another Commons user. For example, an SO may grant an ASST user the Sponsor
authority on behalf of a Commons Sponsor user.

Listed below is a table of the types of delegation authorities in Commons, along with who may
grant that authority and whom may receive it.
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Table 1: Delegation Authorities

SO, AA, AO
Proaress Report P Enables the Pl to submit
9 POTL| (on behalf of progress reports for another Pl
Pl)
Any active user .
. Enables the authorized user to
Progress Report | Pl W'th.m fche submit progress reports for the Pl
Institution
SO, AA
Allows the ASST to access the
Sponsor (on behalf of ASST xTrain module
SPONSOR)
Status P ASST é!tlac;\lrjvssrsdﬁiST to work with the
PPE élcl)mmons All Commons Enables another user to edit
users someone else's personal profile
users
. Enables the Pl to submit RPPR
Submit SO,BO Pl and MYPR reports
. PI, Enables the ASST to work with
XTrain SPONSOR ASST the xTrain module

NOTE: Delegations are not permanent and can be revoked at any time.

9.2.1 Delegate on Behalf of Another User

Administrative users such as Signing Officials (SO), Account Administrators (AA), and Account
Officials (AO) may delegate authority to specific users on behalf of someone else. The information
within this section refers to this process.

9.2.1.1 Delegating Progress Report Authority on Behalf of Another User

NOTE: This topic discusses delegating authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 70 if you would like information for delegating
authority to your own account.

The SO, AA, or AO may delegate Progress Report authority to a PI on behalf of another PI.
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To delegate Progress Report authority on behalf of a PI:

1. Select the Admin tab from the Commons menu.

2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen

displays a table of existing delegations. This table indicates No records found if no delegations
exist.

3. Select the link called Delegate Progress Report.

Eigerranic Regearch Adminiarratian p-"' gmmhuw
(( : \ W C oOommons )) {é I@ rv:'m Bt ‘vermon Collsge

h E: o]
Spomiered by Navianal Faaririres af Wealvk Lagoud | Sontsc Us | Help

My Delegates &

g Pl Wi Dably 33 SHHRDA0N Ol B3 BGwng o3y Sulneried] PPF
Ly Lo il Iedasgatons
M recusaty Round.

ha pecords wiee mfumd

[ Dopbgabe Prooiess Repod :ﬂ-::-:-".'r Bpong  insaSon Delsdalon  Saaich of &dd Dileogie

The Delegate Progress Report screen opens with search criteria displayed for locating and
selecting a specific Principal Investigator on whose behalf the Progress Report authority is being
granted. The parameters include Commons ID, Last Name, First Name, and Middle Name. The
screen includes a Search button and Cancel button as well as a Return to My Current
Delegates link for leaving the search screen and returning to the previous Commons screen.

The search parameter fields can be used with the percent sign (%) wild card.

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.

Elecironic Resaarch Adminisiraiion Vipinee e vatheuio
*» 2 A C d @ T
L= oW, -OmMMmMons oy Instiine: o Verr Cotege
Epoasergd by Naplosgi Fappiawiss of Meallh -

hereut | Eantacl U | Mkl
[Homal ﬁm Inasniton Profle  Personal Profile  Sietes oSHAP sTrain Links  oflA Pariners
Delegate Progress Report @

Tom My we Tais Bearch 10 delegate Progress Report Suthornty on behall of 3 Princpal inastigaior
Search Criena
Comimeans K1 | Hama Fawl
Jeflarson Tho'

Viour G SR i eROCENT SR Dy g M i, o drimioid LBamna e O aricar

="

Bt b9 v Corrari Dplecuins
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The matching records display within the Search Results on the page.

6. Choose the Select link to indicate the PI on whose behalf you are designating authority.

C{,mmms ) @(@ Srem

B o
Epomrored by Nailoaal Papiifuies of Nealik e 50

Rl | Cormtact L | Hade

ke ﬁ Inbation Profile Perional Profie Status eSMAP xTran Links #fh Partrers

Delegate Progress Report @

Wil Miliy s TS SHArch B0 elagaie Progeess Regorn dutherly on ahall of & Princpsd irassgaion

Saarch Crileris
Csimiftesis I [ First Hame UhatBis Masthir
Jifergon Tho'

Wiz Clle ST B RCENT S D SN0 I N Charache, 10F Rramoie M OF meNaas

[ Sesmch || Cwar | [ Cascel |

Search Resuls

Terd Gty Sebgaor recad
I I (T T =
dereron, Tromss PROGRESS REPORT JEFFERSOM T

A message displays at the top of the screen as follows: You have selected to delegate Progress
Report Authority on behalf of: <Name>.

Additionally, search parameters display for searching and selecting the user to whom to delegate
the authority.

7. Enter the search parameters necessary for locating the PI to whom you are giving authority
and select the Search button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.
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Efecironic Research Adminisiraiion Wicoma: Copcr g Waahangion
= - a R O WASMNGTON
Commons Ll (-
Epeasered by Waplanai Fasiiduiss af Mealik o | Cork | Hain
Hisal it Profia  Porsonal Profile T rsin

Delegate Progress Report ©

Vo havt selecied lo delegats Progress Report Authonty oo bahal of JefTerson, Thomas
Search Criena

Comimeans 0 Lasl Ha=ay Firsl Nama el N
AOAME )

Viowr G DR @ meROCENT SEBNCT Sy GRen M I CRRECie Br i Tioie Liani O laatea

/—"—_ —m Clear || [ Cancel |

Search Resdis

{one Thind padty delegatie’ 1econd Bund. ]

T T T I )

ADANE, JHH A ﬂ |
eni b IRy Curnind Cabeg ad

The Delegate Progress Report screen shows the selected PI name with the Progress Report
authority and checkbox.

9. Check the Progress Report box.
10. Select the Save button.

NOTE: Selecting the Cancel button will cancel the action without delegating any authority to the

user.
Eilacironic Resvarch Admiafsiraiion . {‘"ﬁ} ;wm.-:'g;mwm
(e=E@S Commons ) o (@ =200
Fpeasere o by Narrenal Pasiirures of Neainh — Rsies 80
Liaind | Contacl s | Helg

Delegate Progress Report @

Dusbeganie: Progres s Foepor Sathdrity
On Bl of SefTorson, Thomas, oo hise seleted o delegabe acoess 50° ADKES, JOHH; ADAMS.E P1

Wl My S5 T Folowing dabegatan m
(==

Barbom i M Crorvan] Dsleoies

The Search Results area updates to show the Progress Report authority marked with a check.
Commons grants the Progress Report authority for the delegated user, who receives an email

informing of the change. The delegated PI is now able to submit progress reports for the selected
PIL.
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Eleciron ic Mexearc A Admimisfrarion ir"“% (\ Wighoma Gaor g Washinglon
: CER D Wk SRl T O
> '
( eR ‘.-\ Cﬂmmons ) % Battuten Meard Virer dollege
Spampared by Nartfeaal fartitates of Mealis e :::.!sloﬂi:'.';].‘.'.'f -

T E Irrililuton Profile Pesonal Profile st eSMAP xTraim Lisks #fh Partners

Delegate Progress Report @

You haro sebecied B0 delegate Progress Regod sofhordy on behall of Joffersom, Themas:

SearchCnlena
Commimesres. 1D Lasi Nama [Fired Rama Wiadiclr Maima
ADANE.|

FOu Cl DETinT 8 WA BearTh By Lusng e "N chavacher, for sxampie’ asing s OF larsna

Semch || Chear || Cascel |
Soarch Rirsuns
e T padty celegabed’ recold Iound |
e [ e ] — E———
ADAMS, 0N PROGRLSS SER0aT ADAMES 3 =g

The PI, on whose behalf delegation was granted, can see the delegated user by accessing the My
Current Delegations information.

9.2.1.2 Delegate Sponsor Authority on Behalf of Another User

NOTE: This topic discusses delegating authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 70 if you would like information for delegating
authority to your own account.

The SO and AA may delegate Sponsor authority to someone with an ASST role on behalf of a
Sponsor. When delegating Sponsor authority, the SO authorizes a selected user with an ASST role
to perform functions in xTrain for a particular user with a Sponsor role. The SO is delegating this
authority to the ASST on behalf of the Sponsor.

To delegate Sponsor authority on behalf of a Sponsor:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations section displays a
table of existing delegations. This table indicates No records found if no delegations exist.

3. Select the link called Delegate Sponsor.
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Fieavronle Research Admisiarrarion F Veskems Detrgs Wathrgimn
( Ot WRSHMOTON
(( . C D lTl lTl 0 ﬂ S )) {:‘{:i @ :;:4:;’$Hc-nfﬂnm Colegs

Spoamparad by Narieaal Paarirares af Naalth WLl | Cortact U | Heis

Homs m Insfituion Profile  Perponal Profle  SEstus «SMAP xTrain Links R4 Parfeers.
My Delegates @

Tou have Bat 2008 10 delegate e lllgeng aulhortiauhote sl PPF

Ry Current Dalegations
fa peconds lound

o ooy Wil rebamisd

S Prooeess Feson | Date-aats Soongol Necriuion Delsaaln S0 adh of &0 Debaals

The Delegate Sponsor screen opens with search parameters displayed for locating and selecting a
specific Sponsor on whose behalf the Sponsor Authority is being granted. The parameters include
Commons ID, Last Name, First Name, and Middle Name. The screen includes a Search button
and Cancel button as well as a Return to My Current Delegates link for leaving the search
screen and returning to the previous Commons screen.

NOTE: The search parameter fields can be used with the percent sign (%) wild card.

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.

Elecirowic Resvarch Adminisfraiion = VWetems Codrgs Washnglon
ﬂ_ R D ARG TON
e R / Commons o ranh e Mot i Cote
Spansared by Naviemal Fasrirares of Neafrk > s Pl 30
et | Contaat U | i

|Il|'.- ﬂ a Insfituieon Profle  Personal Profile  Sisfes o3HAP xlirsn Links oRA Pariners
Delegate Sponsor @

Yo My s Bhis seanch 1o oHegate Sponsor sulhonty oa behall of 3 Sponsor Usar

Saarch Criteria
Cosimimeona i Bl Hiafred Firdl iastes blsck®i Haire
L] Ja

Wit S S AT SR B o BN W R B T s, R e

[ Seach |] Ciewr | [ Cancel |

The matching records display within the Search Results on the page.

6. Choose the Select link to indicate the Sponsor on whose behalf you are designating
authority.
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Elccironic Research Adminisirarion Wisiopeme: Cescige Vashingion
((_ Commons ) @(@ B e

Spaassred by Narfosas! Pairitares of Waalth

Hiomir ﬂ InsShution Profle Personal Profle Stabes eSMAP xlrain Links oA Pariners

Delegate Sponsor @

Fou may use this search io delegale Sponsor Aulanty on bekall of a Sponsor Lser

Saaach Critenia
Coeremons 1D Last Hame First Hama Plichclix Hama
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Yo EEN Sl § wEOINT SNCH Sy oling Ik W chitictr or et lama s O askinad

| Semens || Claw | [ Concad |

Search Resuts
[t Teird party delegator recond found, |
ki, et PRCIRESS: REPCHIT. SPONSOR AN ! ey g |

A message displays at the top of the screen as follows: You have selected to delegate Sponsor
Authority on behalf of: <Name>.

Additionally, search parameters display for searching and selecting the user to whom to delegate
the authority.

7. Enter the search parameters necessary for locating the ASST user being given authority and
select the Search button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.

Eleciromic Bescarch Adminisicafion Wéeioome: e e eashingion
(_ Commons ) @(@ e e ot

Rpompsrsd by Natlenal Tagriverss af Neafrh

Delegate Sponsor @
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The Delegate Sponsor screen shows the selected ASST user’s name with the Sponsor authority
and checkbox.

9. Mark the Sponsor checkbox.
10. Select the Save button.

NOTE: Selecting the Cancel button cancels the action without delegating any authority to the
user.

( e ) f_éf}(@ S

Az
Hpanieied by Napdanal Fajritursi af Nealek ;‘; [I.SF_"“'E:] 15 | Help

Hem Profile Persceal Profile Sistus oSHAP aTrain Links oRA Pariners

Delegate Sponsor @

Diedegate Sponsos Athaonty
O tahal of Mladison, James oo Ni SHecied 1o delgale ACcEss 10 Lincoin, Abraham, A_LINCOLI ASST

Vil My s B following distegation
(o ) oo

Rt 1o My Cyrrgnt 1 )

The Search Results area updates to show the Sponsor authority marked with a check. Commons
grants the Sponsor authority for the delegated user, who receives an email informing of the change.
The delegated ASST user is now able to perform xTrain functions for the selected Sponsor.
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The Sponsor, on whose behalf delegation was granted, can see the delegated user by accessing the
My Current Delegations information.

9.2.1.3 Revoke Authority on Behalf of Another User

NOTE: This topic discusses revoking authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 70 if you would like information for delegating
authority to your own account.

Administrative users can revoke delegated authority from a user on behalf of someone else. The
steps for revoking Progress Report and Sponsor Authority are very similar. The steps below walk
through the process of revoking either, depending on which one is selected from the start.

To revoke authority on behalf of another user:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist.

3. Select the link called Delegate Progress Report to revoke Progress Report authority.
_OR-—

Select the link called Delegate Sponsor to revoke Sponsor authority.

Rl B4
Spamiare o by Warieaa I Fmarirares of Wealth -l

Home EE IslituSon Frofle  Personal Profile Status e SMAP xTran Links eRA Fareers

My Delegates ©

KEigetranle Regeareh Adminisrration - _ﬂ;“\%] n :r_.:;;':_,:ﬁm;r.m--
(( Commons ) 1&« @ St st Vo ot

Wi ha Bt by 10 delegate Te folliowing authortylauthorle s IPPF

Ry Cumme Dasbegatons
Fa peconts lound

G ML o Wl Tl

Q? goMe Frogress Regor] Cisats Li".-_i} rpbiuion Debpopiion  Sproh [o hokd Delsoahe

Depending on the link selected, either the Delegate Progress Report or Delegate Sponsor screen
opens with search parameters displayed for locating and selecting a specific user on whose behalf
the authority is being revoked. The parameters include Commons ID, Last Name, First Name,
and Middle Name. The screen includes a Search button and Cancel button as well as a Return

Admin Module 60 September 27, 2017



eRA Commons User Guide

to My Current Delegates link for leaving the search screen and returning to the previous
Commons screen.

NOTE: The search parameter fields can be used with the percent sign (%) wild card.

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.

Efecironic Research Adminisirafion epiceee. deooige Wathrgon
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The matching records display within the Search Results on the page.

6. Choose the Select link to indicate the user on whose behalf you are revoking authority.
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Search parameters display for searching and selecting the user for whom to revoke the authority.

7. Enter the search parameters necessary for locating the appropriate user and select the Search
button.
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The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.
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The screen shows the selected user’s name with the authority and a marked checkbox.

9. Unmark the checkbox for the authority being revoked.
10. Select the Save button.

NOTE: Selecting the Cancel button will cancel the action without delegating any authority to the
user.

Azea 50
Spamiarad bp Narfemal Faerivaras of NMaalik .
" * of Lot | Conbadl Us | Help
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The Search Results area updates to show the authority field (Progress Report or Sponsor)
unmarked for specified the user. This indicates that the selected user no longer has that authority
for the chosen PI/Sponsor. The user receives an email informing of the change and no longer
appears in the My Current Delegations section for the PI/Sponsor.
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9.2.2 Institutional Delegation

Signing Officials and Business Officials may delegate authority to PIs within their institutions to
allow those PIs to submit Research Performance Progress Reports (RPPR) and Final Research
Performance Progress Report (Final RPPR) electronically to NIH. This same authority may be
revoked at any time.

Granting and revoking Submit authority is managed through the My Delegations screen in
Commons.
9.2.2.1 Delegating Institutional Submit Progress Report Authority

To delegate Institutional Submit Progress Report authority to one or more users within the same
institution:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens.

3. Select the link called Institution Delegation.

Klecvranle Research Admisisrrarion E
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The Institution Delegations screen displays. This screen shows Current Submit Progress Report
Delegations in a table at the top and Candidates for Submit Progress Report Delegation in a
table at the bottom.

The Candidates for Submit Progress Report Delegation table is used for delegating the
authority while the Current Submit Progress Report Delegations is used for viewing or
revoking the authority of those who already possess it.

NOTE: This section walks through the steps for granting the authority. Refer to the section of this
document titled Revoking Institutional Submit Progress Report Authority on Page 66 for the steps
on revoking the authority.

Admin Module 63 September 27, 2017




eRA Commons User Guide

(@S Eommons ) D s

Roies: 5O
Spomsared by Nariomal Tasiirares &f Naalik Lssitnd | Catmacl Us | el

|Ili-' ﬁi Insiiuton Frofle  Personal Profle Status oSMAF aTrain Links eRA Parimers

Institution Delegations @

Weu Pl T SUToty 19 debiezate Submil Progress Rigon R yier iniitutien
Current Submil Progress Repor! Delegations
e o, Treoehad JEFFERCSONT ]
[Ravekn Dalegatian] [Sebect ] [[Chear At |
Caneidates lor Subeit Progress Reporl Delegation N
I T e
1|
B hmar, are: BUHAMAN (]
Chevolardl, Crdrom CLEVELAND: ||
Filmee v bined FLLMCRE (m]
G, Jawan SUEFILD O
Grart, Livsses 5 USGRANT ||
iz, Willarm Herey HARRETSON 0
| Hesver, Hertiort H_HOER 0 :l
Seect ) [Ciear 70
M =/
o My L

The Candidates for Submit Progress Report Delegation table includes all users in the institution
who are eligible for Submit Progress Report authority. The table includes the Name and
Commons ID of each user along with a Submit Progress Report checkbox for selecting that
user. The Select All and Clear All buttons also exist for selecting all users in the table or clearing
any current selections made.

NOTE: Each table has its own set of buttons to control either granting or revoking the authority.

The Return to My Current Delegates link exists at the bottom of the screen for cancelling any
action and returning to the previous Commons screen.

4. From the Candidates for Submit Progress Report Delegation table, mark the individual
Submit Progress Report checkbox(es) to indicate the appropriate user(s) for Submit
Progress Report delegation.

—OR-

Click the Select All button to grant Submit Progress Report authority to all listed users.

Tip: If granting Submit Progress Report authority to more users than not, click the Select All
button to select all users in the table. When all users are selected, uncheck the individual Submit
Progress Report checkboxes for any user not being granted authority.
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5. With the appropriate names checked, select the Grant Delegation(s) button.
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The Institution Delegations screen updates to display a certification and acceptance agreement.
From this screen, certify acceptance that by delegating the selected users to submit RPPR and
MY PR reports, you are granting them the ability to answer the following statement on your behalf:

[ certify that the statements herein are true, complete, and accurate to the best of my knowledge,
and accept the obligation to comply with Public Health Services terms and conditions if a grant is
awarded as a result of this application. I am aware that any false, fictitious, or fraudulent
statements or claims may subject me to criminal, civil, or administrative penalties.

6. Select the I Agree button to certify and confirm delegation.

NOTE: The Cancel button cancels the action and returns the Institution Delegations screen
without saving the changes.
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Commons grants the Submit Progress Report authority for the selected users, who receive an email
informing them of the change. The Institution Delegations screen displays the selected names in
the Current Submit Progress Report Delegations table at the top of the screen. These names no
longer appear in the Candidates for Submit Progress Report Delegation table.
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9.2.2.2 Revoking Institutional Submit Progress Report Authority

To revoke Institutional Submit Progress Report authority from one or more users within the same
institution:
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1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens.

3. Select the link called Institution Delegation.
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The Institution Delegations screen displays. This screen shows Current Submit Progress Report
Delegations in a table at the top and Candidates for Submit Progress Report Delegations in a
table at the bottom.

The Current Submit Progress Report Delegations is used for revoking the authority while the
Candidates for Submit Progress Report Delegation table is used for delegating the authority to
those who do not possess it already.

NOTE: This section walks through the steps for revoking the authority. Refer to the section of this
document titled Delegating Institutional Submit Progress Report Authority on Page 63 for the steps
on granting the authority.

The Current Submit Progress Report Delegations table includes all users in the institution who
possess the Submit Progress Report authority. The table includes the Name and Commons ID of
each user along with a Submit Progress Report checkbox for selecting that user. The Select All
and Clear All buttons also exist for selecting all users in the table or clearing any current selections
made.

NOTE: Each table has its own set of buttons to control either granting or revoking the delegation.
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The Return to My Current Delegates link exists at the bottom of the screen for cancelling any
action and returning to the previous Commons screen.

4. From the Current Submit Progress Report Delegations table, use the Submit Progress
Report checkbox(es) to mark the appropriate user(s) whose authority is being revoked.

_OR—
Click the Select All button to revoke the authority from all listed users.

5. With the appropriate names checked, select the Revoke Delegation(s) button.
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The Institution Delegations screen displays a confirmation message. The screen prompts for
confirmation that the selected users should have their authority revoked. The screen lists the Name,
Title, and Address information (if available) for each selected user from the previous screen.

6. Select the I Agree button to confirm.

NOTE: The Cancel button cancels the action and returns the Institution Delegations screen
without saving the changes.
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Commons revokes the Submit Progress Report authority for the selected users, who receive an
email informing them of the change. The Institution Delegations screen displays the selected names
in the Candidates for Submit Progress Report Delegation table at the bottom of the screen.
These names no longer appear in the Current Submit Progress Report Delegations table.
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9.2.3 Direct Delegations

Some Commons users can delegate authority directly to another Commons user so that user can
access features in Commons (e.g., FCOI). Some users can also grant authority to another
Commons user to access features of their own account (e.g., Personal Profile). Depending on the
type of Commons user granting the authority and the type of user being granted, delegation could
occur for the following:

o Delegate Progress Report authority
A PI may delegate his Progress Report authority to any active user within his same
institution.

o Delegate Status authority

A PI may grant someone with an ASST role the authority to work with the Commons Status
feature by delegating Status authority.
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o Delegate PPF authority

Any active Commons user can grant another active user the ability to enter his Personal
Profile by delegating PPF authority.

o Delegate xTrain authority

A PI or a Sponsor may grant an ASST the ability to work with xTrain by delegating xTrain
authority.

9.2.3.1 Delegate Authority to Someone

NOTE: This topic discusses delegating authority directly to another user or to someone who needs
to access your own account information. Refer to the section of this document titled Delegate on
Behalf of Another User on Page 52 if you would like information for delegating authority to a user
on behalf of someone else.

To delegate authority against your account or directly to another Commons user:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist. Refer to the section of this document titled Edit Delegations on Page 76 for steps on editing
existing delegations.

Depending on your Commons role, you may not be able to delegate all types of authority. The
screen lists the authority available for delegation.

3. Select the link called Search or Add Delegate.
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The Search for Delegates search parameters display on the screen. These parameters include
Commons ID, Last Name, First Name, Middle Name, and Role(s). The roles display in a drop-
down list where one or more may be selected.

4. Enter the appropriate search criteria for conducting the search. If necessary, the percent sign
(%) may be used as a wildcard character. Hold down the CTRL key when selecting roles to
select more than one.

5. Select the Search button.

NOTE: Selecting the Cancel button cancels the search and returns the previous screen.
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Matching users display in the Search Results area. The results include the user’s name, role(s),
Commons ID, and delegated authorities. Any marked checkboxes under the Progress Report,
Sponsor, Submit, PPF, Status, and xTrain authorities indicate that the user already has the specific
authority.

NOTE: Only the available authority for delegation displays in the table.

If multiple users match the entered search parameters, they may display over several pages. To
navigate through the search results, use the next and previous page arrows to move back and forth
one page or use the first page and last page arrows to navigate to the beginning or end of the search
result list.

NOTE: The Clear button can be used to clear search parameters and the related search results.

6. Find the appropriate user to whom to delegate authority. Click the Select link for that user.
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The Delegate Authority (Authorities) screen displays with a confirmation as follows: You have
selected to delegate access to: [Name, Commons ID, Role].

The available authorities for delegation display with checkboxes. The authority available for
delegation differs depending on your Commons role and the role of the selected user. For
information on delegating specific authority, refer to the Delegation Authorities table.

7. Mark the checkbox of the specific authority being delegating (e.g., PPF) for the user being
delegated. Multiple authorities may be selected if available.

NOTE: Clicking the Select All button selects all available authorities.

8. Select the Save button.
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Commons grants the specified authority for the selected users, who receive an email informing
them of the change. The Search Results area updates with the assigned authorities marked.
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9. Optional: Repeat the steps as necessary to delegate other users.
10. Select the Return to My Current Delegations link to return the My Delegates screen.

My Current Delegates shows the delegated user with a checkmark in the associated column for
each authority granted.
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9.2.3.2 Search Delegations
To search for users to view their delegations:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist.

3. Select the link called Search or Add Delegate.
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The Search for Delegates search parameters display on the screen. These parameters include
Commons ID, Last Name, First Name, Middle Name, and Role(s). The roles display in a drop-
down list where one or more may be selected.

4. Enter the appropriate search criteria for conducting the search. If necessary, the percent sign
(%) may be used as a wildcard character. Hold down the CTRL key when selecting roles to
select more than one.

5. Select the Search button.

NOTE: Selecting the Cancel button cancels the search and returns the previous screen.

Matching users display in the Search Results area. The results include the name, role(s),
Commons ID, and delegated authorities. Any marked checkboxes under the Progress Report,
Sponsor, Submit, PPF, Status, and xTrain authorities indicate that the user already has the specific
authority.

If multiple users match the search entered search parameters, they may display over several pages.
To navigate through the search results, use the next and previous page arrows to move back and
forth one page or use the first page and last page arrows to navigate to the beginning or end of the
search result list. The Clear button clears the search parameters and the related search results.
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9.2.3.3 Edit Delegations

To edit the delegations already assigned to users for your own account:
1. Select the Admin tab from the Commons menu.

2. Select the Delegations option from the Admin menu.
The My Delegates screen opens. The My Current Delegations area of the screen displays a table
of all existing delegations.

3. Click Select link associated with the user whose delegations are being edited.
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The Delegate Authority (Authorities) screen shows the selected user and the authorities available
for delegation to that user. Marked checkbox(es) next to authority indicate that the authority has
been granted.
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4. Edit the user’s delegations by marking or unmarking the checkboxes. Authorities can be
marked to add or unmarked to revoke.

5. Select the Save button to save the changes.

NOTE: Selecting the Cancel button cancels the action and returns the My Delegates screen.
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Commons grants and/or revokes the specified authority for the selected users, who receive an email
informing them of the change. My Current Delegates shows the delegated user with a checkmark
in the associated column for each authority granted. If all authorities are revoked, that user no
longer displays in the table.
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9.2.3.4 Remove Delegations
To remove the delegations already assigned to users for your own account:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. The My Current Delegations area of the screen displays a table
of all existing delegations.

3. Click the Select link associated with the user whose delegations are being revoked.
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The Delegate Authority (Authorities) screen shows the selected user and the associated authorities.
A marked checkbox next to an authority indicates that the authority has been granted.

4. Remove the delegation by unchecking the appropriate authority checkbox(es).
5. Select the Save button to save the changes.

NOTE: Selecting the Cancel button cancels the action and returns the My Delegates screen.
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Commons revokes the specified authority for the selected user, who receives an email informing of
the change. My Current Delegates shows the delegated user with checkmarks removed from the

associated columns for each authority revoked. If all authorities are revoked, that user no longer
displays in the table.
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10 Institution Profile Module (IPF)

Institutions must be registered in Commons in order to use its features. The Institution Profile (IPF)
module is a central repository of information for all Commons registered applicant organizations. It
is designed so that each applicant organization establishes and maintains the profile data
concerning their institution. The IPF module allows the institutional SO to electronically maintain
external organization profile information necessary for all grant applications from their institution.

Following the creation of an Institutional account in eRA Commons, the IPF is populated with the
organizational information from registration and assigned a unique IPF number. The IPF number is
an official code that uniquely identifies and associates institutional information within the NIH
enterprise database.

The IPF includes information such as:
o Preferred institution name and contact information
o Name, email, and phone number for the SO(s)

Institutional DUNS number(s)

Institutional Assurances

Email addresses for electronic distribution of NoA and other communications notifications

IMPORTANT: Access to the IPF module is limited by role. Not every Commons user will
have access to the Institution Profile, and only users with the SO role can edit it.

10.1 Navigating the Institution Profile

If you hold one of the following Commons roles, you have access to the Institution Profile: AA,
AO, ASST, BO, FSR, PI, POSTDOC, SCIENTIST, SPONSOR, or SO.

NOTE: The iEdison module employs parts of the Institution Profile, therefore some iEdison users
can access it for their organizations. iEdison TTO users and admin can view the profile, but only
TTO admin can edit the information.

The Institution Profile consists of two main sections — Institution Basic Information and
Institutional Assurances and Certifications — which are viewable for all who have access to it
and editable to those with an SO role. This topic discusses how to navigate around these sections
of the Institution Profile. Details of each section are discussed in separate topics. See the related
topic list at the bottom of this screen for links to those topics.

A third section of the Institution Profile is the dashboard, which remains on all views of the profile
providing general information about the profile.
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10.1.1 IPF Dashboard

The left side of the Institution Profile contains the dashboard of information including institution
name, IPF code, update and access information for the profile; and eRA Service Desk contact

information.

i~ LS. Department of Health & Human Services

10 JiW Commons
A program of the National Institute

Home Admin | Institution Profile | Parsonal Profile

Basic Information | Assurances and Cerifications
/':'-5I‘.ulcn=":‘|lal-:' \ |r‘|5tlh

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Institt
@ Basic Information
& Assurances & Certifications )
Instit
Accounts:
3534 Affilated Accounts
Profile updated: Abou
0E 112014
ORI Certification Expires: .
04/30/2015 Indire

eRA Commons Help Desk
Hours: Mon-Fri, TAM-8PM EDIT/EST Sign
Web: hitp://era nih.gowhelp'
Toll-free: §66-504-9552

Phane: 301-402-7469 InstitL
TTY: 301-451-5939
Contact initisted outside of business hours Extri;_f

wvia Wab or voice mail will be returned the
next business day

\_ J

Institution Profile Information.

« Name of the institution
e IPF Code

Institution Profile Navigation Links
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Navigation links are available in the center of the dashboard for accessing the different sections of
the Institution Profile.
« Basic Information

o Assurances & Certifications

Next to each link is a status indicator, providing a visual indication of whether all required fields
for that component are complete. A green checkmark indicates that the information is complete,
while a red X informs that information is missing. Selecting a link opens the corresponding
component of the profile in a read-only view mode.

For Assurances & Certifications, the green check indicates that the ORI Certification is valid and
not expired.

General Information:

o Accounts:Number of affiliated accounts within the organization

o Profile Updated: System-updated date when the user last performed a save on the
Institution Profile

o ORI Certification Expires: Date on which ORI certification expires

eRA Service Desk Information

Includes the hours, phone numbers, and web address for contacting and creating a ticket for system
support as well as a link to the eRA Service Desk website.

10.1.2 Main Sections

The main section of the profile displays the Institution Basic Information or the Institutional
Assurances and Certifications, depending on which link or tab you selected. Y ou can navigate
between the two by selecting the links on the dashboard or the tabs from the Commons menu
structure.

For most users, available information displays as read-only. However, Commons users holding the
SO role also have the option to edit these sections. Refer to the appropriate related topic listed at
the bottom of this screen for more information.

10.1.3 Institution Profile Online Help Topics

Select any of the question mark icons ('?") within the Institution Profile to access content specific
help. The help icons are located on each Institution Profile page heading as well as within each
component's heading within the Basic Information section. The icons will lead you to a help topic
specific to the icon you selected (e.g., the icon on the Institution Name component heading opens
the help topic pertaining to the Institution Name component of the Institution Profile).

Institution Profile Module 81 September 27, 2017



eRA Commons User Guide

LS, Department of Health & Human Serdces

210 )i Commons
A program of the National Institutes of Haalth

Home Admin | Institution Profile | Personal Profle  Status RPPR  xTrain  Admin Supp ¢RA Partners

| Basic Information | Assurances and Cerifications
UNIWVERSITY OF

Institution Basic ]nfc-rmatio
LITERATURE

IPF Coda: 123454 i .
Institution Namd

& Basic Information

& Assurances & Certifications . . .
Institution Contact Informatio

Accounts:

The Institution Profile topics are part of the overall Commons Online Help and are also accessible
by entering the following URL into your browser: http://era.nih.gov/erahelp/commons

10.2 What's the Difference Between View and Edit?

While most Commons users are only able to view the information provided in the Institution
Profile, SO users have the two options: view mode and edit mode.

10.2.1 Viewing the Information in the Institution Profile

View mode provides a read-only summary of the information within a specific component of the
profile. In view mode, not all maintained fields are displayed. Click the Assurances and
Certifications tab from the Commons menu or the link of the same name from dashboard to
display the Institutional Assurances and Certifications page. To access the Institution Basic
Information select the Basic Information tab within in the Commons menu or the link in the
dashboard.

There are several methods for viewing the different components within the Institution Basic
Information of your profile:

o Click on the heading of the individual component
o Select the View button from the header of an individual component to view that
component's summary (select Hide to collapse the component).

o Select the View button for multiple components to display more than one at a time.

o Select the View All button to display the summaries of all components of your profile (select
Hide All to hide them)
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DA Commons
A program of the National Institutes of Health

Home Admin | Institution Profile | Personal Profile Status RPPR  xTrain Admin Supp eRA Partners

Basic Information | Assurances and Certifications

nstiution Profile for Institution Basic Information @

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

m National Institutes of Heath
Ot of Extramurnl Hessch

COMMONS\DEWEY | Dewey Degcimal

Institution Name @

@ Basic Information
Profile Name UNIVERSITY OF LITERATURE

@ Assurances & Certifications
Commans Prefered Name:

Accounts: -
3534 Affiliated Accounts
ituti i s+
Profile updated: Institution Contact Information @ I
061172014
ORI Certification Expires: About the Institution ® rd e
04/30/2015 o
eRA Commons Help Desk Primary DUNS 001234567
Hours: Mon-Fri, TAM-8PM EDITEST Secondary DUNS
Web: http era nih govihalp! Federal-Wide Assurance Numbers:  FWA0D000123

Toll-free: 866-504-9552
Phone: 301-402-7469

Animal Welfare Assurance Number:  D15-00123 (A1234-01)

TTY: 3014515839 Organization Type Institution of higher education
Cwnership Control State Government
Contact initiated outside of business hours
via Web or voice mail will be retumed the
et business day Indirect Cost Negotiations @ s+
Signing Officials and TTO Administrators @ s+
Institution Address @ s+

10.2.2 Editing the Information in the Institution Profile

If you hold the SO role, you can edit any available component of your institution's profile by
selecting the Edit button on the section's header. This expands the tile and displays the fields for
editing. You can then update the information as necessary.
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- U5, Department of Health & Human Services Help ContactUs Logout
National Institutes of =
Y commons D) s
A program of the National institutes of Health 3 3 5
COMMONS\DEWEY | Dewey Degimal

Home Admin | Institution Profile | Personal Profle  Status RPPR  xTrain  Admin Supp  eRA Parners

Basic Information ] Assurances and Certifications

Institution Basic Information @

UNIVERSITY OF —
LITERATURE
IPF Code: 1234567 T
o Institution Name @ (\+
@ Basic Information
@ Assurances & Certifications . . . ’
Institution Contact Information @ ol
Accounts:
3534 Affiliated Accounts
Profile updated: AbCl L.It the |n3tltutl0n (] L
06/11/2014
ORI Certification Expires: 2 S
oot P Indirect Cost Negotiations @ s |+

eRA Commons Help Desk
Hours: Mon-Fi, TAM-8PM EDIT/EST Signing Officials and TTO Administrators @ |+
Web: hittp /lera nih.govihelp!
Toll-free: 866-504-9552

Phone: 301-402-7469 Institution Address @ & |+
TTY: 301-451-5939

Cor initiat ide of i r P E

o Ilated outaide o pusness fews  Extramural Technology Transfer Administration @ Q !
next business day.

+ View All

Keep in mind that when you select the Edit button for a component within the Basic Information
section, it places you in edit mode for all components, although it may only open the specific
component you selected. While in edit mode, you can continue updating the other components of
the Basic Information by selecting the View button for each one.

As in the view mode, if you'd like to expand all tiles for editing at the same time, use the View All
button at the top of the profile. Select the Hide (individual components) or Hide All to collapse the
tiles.

When you are done editing the Institution Profile, select the Save All button. This is the only
method of saving the changes you've made. Selecting Save All keeps you in edit mode, so you can
keep saving your work along the way.

NOTE: Hiding or closing individual components of the Basic Information section is not the same
thing as saving the information. If you navigate away from the personal profile, your changes will
be lost. You must select the Save All button to save your changes!
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U.5. Department of Health & Human Services Help ContadUs Logout

m) Hational Insﬁl\.ltﬁ:‘lz‘

s of Extrarursd

4

20 JiW Commons
A program of the National instifutes of Health

Home Admin | Institution Profile | Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

COMMONS\DEWEY | Dewey Degimal

| Basic Information l Assurances and Cerifications

Institution Profite for Institution Basic Information @

UNIVERSITY OF - .
LITERATURE C oy o e

WPF Code: 1234567

Institution Name @
@ Basic Information

@ Assurances & Centifications

Institution Contact Information @

Accounts: * Raquirad Fisld(s
3534 Affiliated Accounts requirec FIads

“Motice of Award Email ContactSO@universitymail edu NIH wall use this address to send all
Profile updated: notices when a grant is awarded
06/11/2014 .

Announcements and Notfications ContactSO@universitymail edu MNIH waill use this address for grant
ORI Certification Expires: Email reminders, system notifications, and
043012015 : other messages

* Closeout Comespondence Email SampleCloseautE ymail edu HIH will use this email address to
eRA Commons Help Desk send any Closeout related

communications

Hours: Mon-Fn, TAM-8PM EDIT/EST
Web: hitp-//era nih govihelp! “Contact Mame Dewey Decimal MNIH wall use this name as the

primary contact for this institution

Toll-free: 866-504-9552
Phone: 3014027469 “Contact Phone 2015551212
TTY: 301-451-5939

*Contact Email DDecimal@universitymail edu
Contact initiated outside of business hours
wia Web or voice mail will be returned the
nexd business dey About the Institution @ +
Indirect Cost Negotiations @ +
Institution Address @ +
Extramural Technology Transfer Administration @ +

ve All ll Discard Changes

+ View All

If you wish to discard your changes, select the Discard Changes button, then select Yes from the
confirmation pop-up message. Keep in mind that any information you've added since the last time
you hit Save All will be discarded when you hit the Discard Changes button!

Refer to the help topics for each individual profile component to see what fields are available for
editing.
10.3 Institution Basic Information

As its name implies, the Institution Basic Information page of the Institution Profile provides a
means for viewing and managing fundamental information about the institution such as name,
contact persons, etc. This information is divided into expandable and collapsible sections, or tiles.
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A" U5, Department of Health & Human Services

YW Commons
A program of the National Institutes of Heaith

Home Admin | Institution Profile | Parsonal Profile Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Centifications

nsution Profile for Institution Basic Information @

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Institution Name @
& Basic Information

@ Assurances & Certifications i . R
Institution Contact Information @
Accounts:
3534 Affiliated Accounts

Profile updated: About the Institution @
06/11/2014

ORI Cenrtification Expires:

0413012015 Indirect Cost Negotiations @

eRA Commons Help Desk

Web: hitp./fera nih.gowhelp/
Toll-ree: 866-504-9552
Phone: 301-402-7469 Institution Address @
TTY: 3014516939

Contact initiated outside of business hours

next business day.

Hours: Mon-Fri, TAM-8PM EDIT/EST Signing Officials and TTO Administrators @

via Wob o¢ voice mail will be returnad the Extramural Technology Transfer Administration @

Help ContactUs  Logout

COMMOMNS!

WEY | Dewey Degimal

2+

The Institution Basic Information component of the Institution Profile is viewable by selecting
the Basic Information link from the dashboard or the Basic Information tab from the Commons
menu structure. For most users, the information is read-only, however, if you hold a Commons
SO role, you have the ability to edit the information. Regardless of your role, the default view of

the Institution Basic Information is read-only.

Each component contains certain required information. If any of this information is missing from a
section, a message displays across the top of the screen, the Basic Information link in the
dashboard displays in red font, and the header of the component in error displays in red.
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]
- US. Department of Health & Human Services

) A Commons
A program of the National Institutes of Health

Home Admin .Instilulion Profde. Personal Profile  Status RPPR  xTrain  Admin Supp eRA Pariners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Profile for

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

€ The DUNS 1D is too long: it cannat be longer than 9 characters

@ Basic Information Instltutlon Name o

@ Assurances & Certifications

Accounts:

3534 Affliated Accounts Institution Contact Information @

Profile updated:
061172014

About the Institution @

ORI Centification Expires:
04/30/2015

eRA Commaons Help Desk Indirect Cost Negotiations @

Hours: Mon-Fri, TAM-8PM EDIT/EST
Web: hitp:/lara nih govhelp!
Toll-free: B66-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Signing Officials and TTO Administrators @

Institution Address @
Contact initiated outside of business hours
via Web or voice mail will be retumed the
next business day.

Extramural Technology Transfer Administration @

Help ContactUs Logout

m) National Institutes of Health
Oria of Dutrarars ovsarch

COMMON:

| Dewey Degimal

|

2l

Additionally, within the component itself, another error message (red text) displays the error at the

field level.

About the Institution @

Primary DUNS: 123456789

Secondary DUNS: @ The DUNS ID is too lang: it cannot be longer than 9 characters
45678910112

123456111

123456222

123456333

Federal-Wide Assurance Numbers:  FWADD001234
FWADDDOSETE

Animal Welfare Assurance Number:  D15-00123 (A1234-01)
Organization Type Institution of higher education

Owmership Contral: State Govamment

Y ou can expand the component tiles partially for viewing (read-only) or entirely for editing. Tiles

can be expanded:
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By clicking on the heading of an individual component

By selecting the View All button to expand all components

By selecting the View button in a specific header to expand that individual component

By selecting the Edit button to update the component (SO role only)

Institution Basic Information @

Institution Name @

Institution Contact Information @

IMPORTANT: Only those users holding an SO role can perform the edit function.

Refer to the specific related topic listed below for information on that individual component of the
profile.

NOTE: To the left of the Institution Basic Information, you find the Institution Profile
dashboard. This dashboard provides quick access information to items such as number of accounts,
last updated date, status of required fields, etc. The dashboard is discussed in greater detail inside
the topic titled Navigating the Institution Profile on Page 79.

10.3.1 Institution Name

The Institution Name component of the Institution Profile allows you to view your organization's
Profile Name and Commons Preferred Name. The profile name is the NIH designated name of
the institution. The preferred name is a name specified by the institution for use in Commons.

If you hold the SO role within your organization, you can edit the Commons Preferred Name.
10.3.1.1 Viewing Institution Name

Anyone with access to the Institution Profile can view the information in the Institution Name
component of the profile in one of the following ways:

o Clicking the component tile header

« Selecting the View button from the Institution Name component tile header

The information displays as read-only:
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o Profile Name

o Commons Preferred Name (if existing)

I U.5. Department of Health & Human Services Help ContactUs Lagout

A Commons
A program of the National Institutes of Health

Home Admin Instillﬂionpmﬁle: Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Cerifications

Institution Profile for Institution Basic Information @

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Institution Name @

@ Basic Information

® Assurances & Certifications Profile Hame UNIVERSITY OF LITERATURE
Commons Preferred Name:
Accounts:
3534 Affilisted Accounts
Profile updated: Institution Contact Information @ 4

10.3.1.2 Editing Institution Name

If you hold the SO role within an organization, you can edit its Commons Preferred Name in the
Institution Profile.

Select the Edit button on the Institution Name panel header to display the Commons Preferred
Name field for editing and as necessary. The Preferred Name is not a required field.

_J. 1.5 Department of Health & Human Services Help ContactUs

D A Commons
A program of the National Instifutes of Health

Home Adman .Instillﬂionﬂmﬁle: Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Insttution Profl for Institution Basic Information @

UNIVERSITY OF
LITERATURE

WPF Code: 1234567

Logout

m National Institutes of Heanﬁ
Office of Ext s Researdi

OMMONS\DEWEY' | Dewey Degimal

Institution Name @ -
@ Basic Information :
@ Assurances & Centifications Profile Name. UNIVERSITY OF COLORADO DENVER

Commaons Preferred Name:
Accounts:
3534 Affiliated Accounts

Profile updated: Institution Contact Information @

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. Y ou can edit other components of the profile before saving your changes by selecting the
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View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

10.3.2 Institution Contact Information

The Institution Contact Information component of the Institution Profile allows you to view
your organization's contact information, such as name, phone number, and email address.

10.3.2.1 Viewing Institution Contact Information
You can view the information in the Institution Contact Information component of the profile
by:

 Clicking the component tile header

o Selecting the View button from the Institution Contact Information component tile header

The information displays as read-only:

« Notice of Award Email

« Announcements and Notifications Email
e Closeout Correspondence EMail

o Contact Name

o Contact Phone

o Contact Email
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E

A us. Department of Health & Human Services

210N\ Commons
A program of the National Institutes of Health

Institution Profile for

UNIVERSITY OF
LITERATURE

IFF Code; 1234567

@ Basic Information

@ Assurances & Centifications

Accounts:
3534 Afiliated Accounts

Profile updated:
07/08/2014

ORI Certification Expires:
0473072015

eRA Commons Help Desk

Hours: Mon-Fri, TAM-BFM EDIT/EST
Web: hitp//era nih gowhalp

Tollfree: B66-504-9552

Home Admin | Institution Profle | Personal Profile Status RPPR FFRFSR  xTrain Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Name @

Help ContactUs Logout

ational Institutes. of Health
Wicw of Extrwrund Resessh "

JEWEY | Dewey Degimal

+ View All

# +

Notice of Award Email

Announcemants and Netifications
Email

Closeout Correspondence Email

Contact Name:

Contact Phone

\Comact Email

ﬂ]st[tutian Contact Information @

ContactSO@universitymail_edu

ContactSO@universitymail o

SampleClossoutEmail@university. adu

Dawey Decimal

2015851212

DDecimal@universitymail

& \

NIH will use this address to send all
nolices when a grant is awarded

MIH will use this address for grant
reminders, system notifications, and
other messages.

NIH will use this email address to
send any Closeout related
communications

NIH will use this name as the
primary contact for this institution

/

10.3.2.2 Editing Institution Contact Information

If you hold the SO role within an organization, you can edit the information in the Institution
Contact Information component of the Institution Profile.

Select the Edit button on the Institution Contact Information panel header to display all editable
fields available in this component. The following fields are available for editing and are required

fields:
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;.

A U5 Department of Health & Human Services

A Commons
A program of the National Institufes of Health

Help ContactUs Logout

m National Institutes of Health
[ of Extrarual Asssach by
DEWEY | Dewey Degimal

Institution Profile for
UNIVERSITY OF
LITERATURE

IPF Code: 1234567

@ Basic Information

@ hssurances & Cenrtifications

Accounts:
3534 Affiliated Accounts

Profile updated:
07/08/2014

ORI Centification Expires:
04730/2015

eRA Commons Help Desk
Hours: Mon-Fri, TAM-8PM EDIT/EST

Web: hitp://era nib gowhelp/
Tollfree: 866-504-9552

Home Admin | Institution Profile | Personal Profile  Status RPPR FFRFSR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Name @

Institution Contact Information @

“Motice of Award Email

*Anncuncements and Notifications
Email

* Closeout Correspondence Email

“Contact Name:

“Contact Phone

*Contact Email

Contact SO@universitymail edu

Contact SO@universitymail edu

SampleCloseouwtEmail@universitymail edu

Dewey Decimal

2015551212

DDecimal@universitymail com

* Required Field(s)

NIH will use this address to send all
notices when a grant is awarded

NIH will uge this address for grant
reminders, system notifications, and
other messages

NIH will use this email address to
send any Closeout related
communications.

HIH will use this name as the
primary contact for this institution

About the Institution @

« Notice of Award Email

NIH uses this email address to send all notices of award for a grant.

« Announcements & Notifications Email

NIH uses this email address to send grant reminders, system notifications, and other types of

general correspondence.

e Closeout Correspondence Email

NIH uses this email address to send any Closeout related communications.

¢« Contact Name

NIH considers the person named here as the primary contact for this institution.

o Contact Phone

Enter the phone number for the contact person listed in Contact Name.
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o Contact Email
Enter the email number for the contact person listed in Contact Name.

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

10.3.3 About the Institution

IMPORTANT: This topic is in the process of being revised. To read about changes to this
screen, please refer to the Commons Release Notes for the April 17, 2015 Quarterly Release.

The About the Institution component of the Institution Profile allows you to view information
about your organization, such as DUNS and assurances numbers. If you hold the SO role within
your organization, you can also edit this information.

10.3.3.1 Viewing About the Institution Information
You can view the information in the About the Institution component of the profile by:

o Clicking the component tile header

o Selecting the View button from the About the Institution component tile header

The information displays as read-only:

o Primary DUNS

e Secondary DUNS

o Federal-Wide Assurance Numbers
o Animal Welfare Assurance Number
o Organization Type

e Ownership Control
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) A Commons
A program of the National Instifutes of Health

Home Admin .Instituliuanfﬂel Personal Profile  Status RPPR  xTrain  Admin Supp eRA Fariners

Basic Information | Assurances and Certifications

2N

National Institutes of Health

| Dewey Degimal

Instiution Profie for Institution Basic Information @
UNIVERSITY OF
LITERATURE [+ view
IPF Code: 1234567 o
. Institution Name @ 2+
@ Basic Information -
@ hssurances & Certifications . . .
Institution Contact Information @ s+
Accounts: EDIT VIE
3534 Affiliated Accounts / \
Profile updated: About the Institution @ s =
07/08/2014 : o
ORI Cenification Expires: Primary DUNS boizzaser
043072015 Secondary DUNS:

Federal-Wide Assurance Numbers:  FWAD00001Z:
eRA Commons Help Desk ! ¢ ¢ o0tz

Hours: Mon-Fri, TAM-8PM EDITEST Animal Welfare Assurance Number:  D15-00123 (A1234-01)

Web: hitp/lera nih govhelp! Qrganization Type Institution of higher education

Toll-free: 866-504-9552 \ Qwnership Control State Government j
Phone: 301-402-T469

TTY: 301-451-5939 s+

Indirect Cost Negotiations @

10.3.3.2 Editing About the Institution Information

If you hold the SO role within an organization, you can edit the fields in the About the Institution
component of the Institution Profile.
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- U.S. Department of Health & Human Services

) A Commons
A program of the National Institutes of Health

Help ContactUs Logout

.|
SN

National Institutes of Heaki'™|
Office of Bt Resaah e

COMMONSY

WEY | Dewey Degimal

Home Admin | Institution Profile | Personal Profile  Status RPPR  xTran  Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Profile for

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

+ View All |l Save A

eRA Commaons Help Desk

Hours: Mon-Fri. TAM-8PM EDIT/EST Federal-Wide Assurance Numbers:  [eya 0000123
Web: hiip:/fera nih govihelp/ N

Toll-free: B66-504-9552
Phone: 301-402-7463

TTY: 301-451-5939

Animal Welfare Assurance Number:  D15.00123 (A1234-01)

Organization Type Institution of higher education

Contact initiated outside of business hours
wia Web or voice mail will be retumed the \ Ownership Contral:
next business day.

State Gavernmant

Institution Name @ +
@ Basic Information
@ Assurances & Certifications R . R
Institution Contact Information @ +
Accounts: E
3534 Afiliated Accounts / \
Profile updated: About the Institution @ -
07/08/2014
ORI Certification Expires: Primary DUNS oonzzase?
04/30/2015 Secondary DUNS: Add

Indirect Cost Neaotiations @

Select the Edit button on the About Institution Information panel header to display all editable
fields available in this component. The following fields are available for editing, but are not

required:

Secondary DUNS

The Secondary DUNS field allows SOs to edit, add, and remove additional DUNS numbers for

the institution as necessary.

o To add a secondary DUNS number to the profile, select the Add button to display text
fields. Enter the required 9 digits into the first text field and the optional 4 digits (for 13-digit

DUNS only) into the second text field.
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About the Institution @

Primary DUNS 001234567

Secondary DUNS )

ED
Faderal-Wide Assurance Numbears FWADDDO0123

Animal Welfare Assurance Number: | 4123401
Organization Type Institution of higher education

Owmnership Control State Govemmant

e To edit a secondary DUNS number, simply update the value in the editable text fields.
o To remove a secondary DUNS, select the Remove button next to the appropriate DUNS

number. At the confirmation, select Yes to complete the action.

About the Institution @

Frimary DUNS 001234567
Secondary DUNS 001234789 i @—1
ONA2 34 TR0 []
Confirmation needed *

Really remove this DUNS number (001234789)7
Federal-W|

EER e

Animal Welfare Assurance Mumber.  |41234.01
Organization Type Instiution of higher education

Ownership Control State Government

Federal-Wide Assurance Numbers
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The Federal-Wide Assurance (FWA) is the only type of new assurance of compliance accepted
and approved by the Office of Human Research Protections (OHRP) for institutions engaged in

non-exempt human subjects research conducted or supported by HHS.

The Federal-Wide Assurance Numbers field allows SOs to edit, add, and remove FWA

numbers for the institution as necessary.

e To add an FWA number to the profile, select the Add button to display the editable text

field. Enter the FWA number into this field.

About the Institution @

Primary DUNS 001234567
Secondary DUNS M

Federal-Wide Assurance Mumbers FWADIO01234 Ramova

m

Animal Welfare Assurance Number:  D15-00123 (A1234-01)

Organization Type Institution of higher education

Crmership Control State Government

o To edit an FWA number, simply update the value in the editable text fields.

o To remove an FWA number, select the Remove button next to the appropriate number. At

the confirmation, select Yes to complete the action.
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About the Institution &

acondary DUMS m
Federal-Wide Assurance Numbers: [y an0001734 amm

Confirmation needed x

Really remove this Federal-Wide Assurance Number (FWADDDD1234)7?

Indirec Yes Mo

Institution Address @

Animal Welfare Assurance Number

The Animal Welfare Assurance is a document an institution and all performance sites involving
animal research must have on file with the Office of Laboratory Animal Welfare (OLAW) before
being awarded a grant or contract.

The Animal Welfare Assurance Number field displays the number passed to Commons from
OLAW. If existing, numbers in parentheses () represents the old format number corresponding to
the new format. This field is not editable.

NOTE: The Primary DUNS, Organization Type, and Ownership Control are read-only fields
populated with organizational information on file. The Primary DUNS field reflects the primary
DUNS number provided during the original institution registration. This number is not editable
through Commons. To make changes to the primary DUNS, please contact the eRA Service Desk
for assistance.

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!

Institution Profile Module 98 September 27, 2017


http://grants.nih.gov/support

eRA Commons User Guide

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

10.3.4 Indirect Cost Negotiations

The indirect Cost Negotiations component of the Institution Profile allows you to view your
organization's Negotiator and Last Negotiation Date. If you hold the SO role within your
organization, you can also edit this information.

10.3.4.1 Viewing Indirect Cost Negotiations

You can view the information in the Indirect Cost Negotiations component of the profile by:

 Clicking the component tile header

« Selecting the View button from the Indirect Cost Negotiations component tile header

The information displays as read-only:

o Negotiator Name
« Last Negotiation Date

Help ContaciUs Logout

U.S. Department of Health & Human Services

i) A Commons
A program of the National Institutes of Heailth

Home Admin | Institution Profile | Personal Profle Status RPPR  xTran  Admin Supp eRA Partners

Basic Information | Assurances and Cenifications
nstituion Profefo Institution Basic Information e
UNIVERSITY OF A
LITERATURE

IPF Code: 1234567
‘ £+

Institution Name @

COMMONS\DEWEY | Dewey De"cimal

@ Basic Information
@ Assurances & Cenifications . . . »
Institution Contact Information @ s+
Accounts;
3534 Affiliated Accounts
Profile updated: About the Institution ® £+
07/08/2014

ORI Certification Expires:

0413012015 Indirect Cost Negotiations @ #

eRA Commons Help Desk Negotiator Name: The name of the agent wno

; negotiated the most recent indirect
Hours: Mon-Fri, TAM-8PM EDIT/EST . .
Last Negotiation Date: November 16, 2011 caost agreement, and the date of that
Web: hitpilera nih govihelp! negotiation

Toll-free: B66-504-9552
Phone: 301-402-746 Sinnina Oifficiale and TTOY Adminictratore @
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10.3.4.2 Editing Indirect Cost Negotiations

If you hold the SO role within an organization, you can edit the fields in the Indirect Cost
Negotiations component of the Institution Profile.

4 U5, Department of Health & Human Services Help ContactUs Logowd

498 Commons - ey ]
A program of the National Institutes of Health WEY | Dewer Do‘cimal '
wery Des

Home Admin | Institution Profile | Personal Profle Status RPPR  xTran  Admin Supp  eRA Partners

Basic Information | Assurances and Centifications

nstiution Profie for Institution Basic Information @

I ITY OF
EINTE\‘IIFEE?UREO Discard Changes

IPF Code: 1234567

Institution Name @ +
@ Basic Information

@ Assurances & Centifications

Institution Contact Information @ +
Accounts:
3534 Affiliated Accounts
Profile updated: About the Institution @ +
07/0er2014
ORI Cenrtification Expires: . A
P Indirect Cost Negotiations @ -
eRA Commons Help Desk Negotiator Name: The name of the agent who

negotiated the most recent indirect
cost agreement, and the date of that
negotiation,

Hours: Mon-Fri, TAM-BPM EDIT/EST
Web: hitp./ifera nih govihelp
Toll-free: B66-504-9552

Last Negotiation Date: MMODAYYYY

Select the Edit button on the Indirect Cost Negotiations panel header to display all editable fields
available in this component. The following fields are available for editing, but are not required:

o Negotiator Name

Enter the name of the agent who negotiated the most recent indirect cost agreement.

« Last Negotiation

Enter the date of the most recent indirect cost agreement negotiation (format must be
MM/DD/YYYY).

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!
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IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

10.3.5 Signing Officials and TTO Administrators

The Signing Officials and TTO Administrators component of the Institution Profile allows you
to view a list of all Commons system users in your organization who are assigned the SO and/or
TTO Administrator roles.

You can view the information in the Signing Officials and TTO Adminstrators component of
the profile by:

o Clicking the component tile header
 Selecting the View button from the Signing Officials and TTO Administrators component

tile header
The information for each person displays as read-only.

e Name
e Phone Number
o Email Address
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Indirect Cost Negotiations @
@ Basic Information

@ Assurances & Certifications | . | . \
/_Slgmng Officials and TTO Administrators @ -
Accounts:

3534 Affiliated Accounts

Profile updated:
07/092014

@universitymail edu
an Crana (S0)
0002

wersitymail edu

ORI Cenification Expires:
302015

aRA Commons Help Desk
Hours: Mon-Fri, TAM-8PM EDIT/EST
Web: http /fara nih govhelg/
Toll-free: 866-504-9552 . y il ek
W ail adu
Phone: 301-402-7469
TTY: 301-451.5939
nversitymail edu
Contact initiated outside of business hours
via Web or voice mail will be retumed the
next business day

EXTRAMURAL_TTO_ADMIN)

7
akes@universitymail edu /

N

Institution Address @

Extramural Technology Transfer Administration @

10.3.6 Institution Address

The Institution Address component of the Institution Profile allows you to view address
information for your organization including phone and fax numbers. If you hold the SO role within
your organization, you can also edit this information.

10.3.6.1 Viewing Institution Address

You can view the information in the Institution Address component of the profile by:

« Clicking the component tile header
o Selecting the View button from the Institution Address component tile header

The information displays as read-only:

o Address
e Phone

o Fax
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.%‘{l].\.Dup.ullncrllo”ie.:luléHuln.m Services Help ContactUs Logout

ol
Y)W Commons
A program of the National Institutes of Health

@ Hational Institutes of Heallhi'
Ofice of Extrmrmesnd Resasef
Home Admin | Institution Profile | Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners.

COMMONS\DEWEY | Dewey Degimal
I Basic Information | Assurances and Certifications

Institution Profile for Institution Basic Information e

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Institution Name @ <+
@ Basic Information o -
@ Assurances & Certifications ) ) N .
Institution Contact Information @ s+
Accounts: EDIT VIEY
3534 Afilisted Accounts
Profile updated: About the Institution & _-_'_ ‘E‘
0TI0X2014 EDIT VIEV
ORI Cenification Expires: = e
047302015 Indirect Cost Negotiations @ 2+

eRA Commaons Help Desk

Hours: Man-Fri, TAM-8PM EDIT/EST Signing Officials and TTO Administrators @ ° +
Web: hitp ffera nih govhelp/

Tollree: 866-504-9552

Phone: 301-402-7469 Institution Address @ ".’_ -
TTY: 301-451-5939 E

Address: UNIWERSITY OF LITERATURE
Contact initiated outside of business hours GRANTS AND CONTRACTS
via Web or voice mail will be retumed the THISTOWN, NJ 07834
next business day UNITED STATES
Phone: 2015851234
Fax: 2015554567
Extramural Technology Transfer Administration @ 44

10.3.6.2 Editing Institution Address

If you hold the SO role within an organization, you can edit the fields in the Institution Address
component of the Institution Profile.
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Help ConftadUs Logout

- U5, Department of Health & Human Services
D A Commons m)y;-uiilnsmsdw_’"
A program of the National Instifutes of Health 4 { N ol
COMMONS\DEWEY | Dewey Degimal

Home Admin | Institution Profile | Personal Profle Status RPPR  xTrain  Admin Supp @RA Partners

] Basic Information | Assurances and Certifications

Instttion Profis for Institution Basic Information e
UNIVERSITY OF S
LITERATURE Discard Changes
IPF Code: 1234567 . =

Institution Name @ +

@ Basic Information
@ Assurances & Certifications R . .

Institution Contact Information @ +
Accounts:
3534 Affiliated Accounts
Profile updated: About the Institution ® +.
061172014 .
ORI Certification Expires: = e
40015 Indirect Cost Negotiations @ +
eRA Commons Help Desk / \
Hours: Mon-Fri, TAM-3PM EDIT/EST Institution Address @ w
Web: http-/fera nih.gowhelp/ * Required Field{s) o
Toll-free: 866-504-9552 “Street Address UNIVERSITY OF LTERATURE
Phone: 301-402-T469
TTY: 301-451-5939 GRANTS AND CONTRACTS
Contact initiated outside of business hours *City: THISTOWN
wia Web or voice mail will be retumed the
next business day “Cou niry’ UNITED STATES

*State/Province NEW JERSEY

*ZipiPostal Code 07834

‘Phaone 2015551234

\_ Fax 2015554567 Y.

Extramural Technology Transfer Administration @

Select the Edit button on the Institution Address panel header to display all editable fields
available in this component. The following fields are available for editing:

o Street Address
Enter the street address for the organization. This is a required field.
« City
Enter the city for the address. This is a required field.
o Country
Select a country value from the drop-down box. This is a required field.
o State

Select a country value from the drop-down box. This is a required field.
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e Zip Code

Enter the zip code for the address. This is a required field.

e Phone

Enter the phone number associated with the address above. This is a required field.

« Fax
Enter the fax number associated with the address above. This is an optional field.

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

10.3.7 Extramural Technology Transfer Administration

The Extramural Technology Transfer Administration component of the Institution Profile allows
users with access to the Institution Profile to view the contact and other relevant information for the
technology transfer administration department of the institution.

This component of the profile is maintained by iEdison users holding Extramural
TTO administrator role. An organization's Signing Official(s) may also edit this component.

For information on iEdison, please refer to the iEdison pages of the eRA website.
10.3.7.1 Viewing Extramural Technology Transfer Administration

You can view the information in the Extramural Technology Transfer Administrations
component of the profile by:

o Clicking the component tile header
o Selecting the View button from the Extramural Technology Transfer Administrations
component tile header
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The information displays as read-only:

o Address

o« Contact Name

e Phone
o Email

o Are batch uploads allowed by this organization?

o The month that begins the utilization period

o Are the inventions submitted by the organization assigned for administration and

reporting by the user?

UNIVERSITY OF
LITERATURE

IPF Code: 123456,

@ Basic Information

@ Assurances & Certifications

Accounts:
3534 Affiliated Accounts

Profile updated:
07092014

ORI Cenification Expires:
04/30/2015

eRA Commons Help Desk

Hours: Mon-Fri, TAM-8PM EDIT/EST
Web: hitpiara nih gowhelp

Toll-free: 866-504-9552

Phone: 301-402-T469

TTY: 301-451-5939

Contact initiated outside of business hours

via Web or voice mail will be retumed the
next business day.

Signing Officials and TTO Administrators @

Institution Address @

Are batch uploads allowsd by this Mo
organization?

The maonth that bagins the utilization  August
period.

Are the inventions submitted by the  Yes
organization assigned for
administration and reporting by the

\user‘?

/E_xtramural Technology Transfer Administration @

Address 123 Main Straet

Contact Name Albert Einstein
Phone 201565123

Email greatideas@universitymail edu

J

+ View All

10.3.7.2 Editing Extramural Technology Transfer Administration

If you hold the TTO _Admin or SO role within an organization, you can edit the fields in the
Extramural Technology Transfer Administration component of the Institution Profile.
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r
<l LS. Department of Health & Human Services

210N\ Commons
A program of the Mational Institutes of Health

Help ConfadUs Logout

National Institutes of Heathi
Officn of Extrmrasesd Researct

COMMO? JEWEY | Dewey Dagimal

Institution Profile for
UNIVERSITY OF
LITERATURE

IPF Gode: 1234567

@ Basic Information

@ Assurances & Certifications

Accounts:
3534 Affihated Accounts

Profile updated:
06/11/2014

ORI Certification Expires:
04/30/2015

eRA Commons Help Desk

Hours: Mon-Fri, TAM-8PM EDIT/EST
Woeb: http./fera nih.gowhelp/

Tollfree: 866-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Contact initiated outside of business hours

wia Web or voice mail will be returned the
next business day

Home  Admin _Inslnutim Pra'ﬁle: Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Cenifications

Institution Basic Information @

Institution Name @

Institution Contact Information @
About the Institution @

Indirect Cost Negotiations @

Institution Address @

Discard Changes

-

Street Address

City

Country
State/Province
Zip/Postal Code
Contact Name
Phone:

Email

Are batch uploads allowed by this No
organization?

The month that begins the utilization [Select Manth =]
period .

Ae the inventions submitted by the  [No [+]
organization assigned for )
administration and reporting by the

user?

Extramural Technology Transfer Administration @

* Required Freld{s)

Select the Edit button on the Extramural Technology Transfer Administrations tile header to
display all editable fields available in this component. The following fields are available for editing:

o Street Address

. City

o Country

o State/Province
Zip/Postal Code

¢« Contact Name

e Phone
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o Email

o Are batch uploads allowed by this organization?

Select a value from the drop-down list: Yes or No.

o The month that begins the utilization period

Select a value from the drop-down list.

o Are the inventions submitted by the organization assigned for administration and

reporting by the user?

Select a value from the drop-down list: Yes or No.

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

10.4 Institutional Assurances and Certifications

The Institutional Assurances and Certifications component of the Institution Profile contains
data elements that compose assurance/certification information about an institution (e.g., Human
Subjects Assurance Number, Institutional Review Board [IRB] Approval Date, IRB Type, Animal
Welfare Assurance Number, and Institutional Animal Care & Use Committee [TACUC]
Unacknowledged Certification Explanation). The screen provides a means of viewing and
managing the checklist of these assurances and certifications.
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I .S, Department of Healt Services Help ContactUs Logout

.._
Commons )mﬂmsmgd ealth
A program of the National Instifutes of Health =

COMMONS\DEWEY | Dewey Deﬁma.l
Home Admin | Institulion Profile | Personal Profile  Status RPPR  xTrain  Admin Supp eRA Parners

Basic Infarmation | Asswances and Cenifications |

Institutional Assurances and Certifications @
UNIVERSITY OF —
LITERATURE Edit Assurances And Cedifications

IPF Code: 1234567 Status

@ Basic Information
The Office of Research and Integrity Cerification Status is: Assurance OK

@ Assurances & Certifications
This certification expires on: 043072015

Accounts:
3534 Afilisted Accounts Assurances and Certifications
Profile updated: This institution comgplies with all laws, policies and regulations prohibiting discrimination based on
0EM1/2014
ORI Centification Expires: 12/09/2005 Age Discrimination Assurance
04/30/2015
04/30/2015 12/09/2005 Ciil Rights Assurance
eRA Commaons Help Desk 12/09/2005 Handicapped Indriduals Assurance
Hours: Mon-Fri, TAM-8PM EDIT/EST
I 12/09/2005 nclusion of Children Policy

This component of the Institution Profile is viewable by selecting the Assurances

& Certifications link on the dashboard or the Assurances and Certifications tab from the
Commons menu structure. For most users, the information is read-only, however, if you hold a
Commons SO role, you have the ability to edit the information. Regardless of your role, the default
view of the Institutional Assurances and Certifications is read-only.

There are two main sections of the screen, which are described below: Status and Assurances
and Certifications.

Status

The Status section of the screen displays the Office of Research and Integrity Certification Status
for the institution. The values for this field are either Assurance OK or Expired. The expired status
will display in red text as a warning.

The expiration date of the certification displays below the status, in red text if already expired.

Assurances and Certifications

The Assurances and Certification section provides a means for institutions to indicate (or view
the indication of) compliance with particular laws, policies, and/or regulations as well as to indicate
that it meets certain research requirements.

The list is available for viewing by anyone who has access to the Institution Profile. Read-only
check marks display next to each assurance or certification in the list along with the date on which
the institution indicated compliance.
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Policy: Not all assurances and certifications may be applicable to each institution. For a complete
definition of each assurance, please refer to Part III (Policies, Assurances, Definitions and Other
Information) of the SF424 (R&R) Application Guide.

10.4.0.1 Editing the Assurances and Certifications

If you hold the SO role within an organization, you can edit the assurance and certification
indicators in the Institution Profile.

To edit the indicators, select the Edit Assurances and Certifications button at the top of the
screen.

Institutional Assurances and Certifications @

Edit Assurances And Certiffication )

Status

The Office of Research and Integrity Certification Status is: Assurance 0K

04030/ 2015

The assurance and certification indicators display over several categories.

This institution complies with all laws, policies and regulations prohibiting discrimination based on:

o Age Discrimination Assurance
 Civil Rights Assurance

» Handicapped Individuals Assurance
o Inclusion of Children Policy

o Sex Discrimination Assurance

o Women and Minority Inclusion Policy

This institution complies with all laws and regulations regarding:

o ClinicalTrials.gov Requirement

o Conflict of Interest Assurance

o Delinquent Debt Assurance

o Drugfree Workplace Assurance

o Impact of Grant Activities on the Environment and Historic Properties

o Institutional Debarment Assurance
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o Lobbying Assurance
o Smoke-Free Workplace

Research at this institution meets all requirements for:

o Graduate Student Training for Doctoral Degrees (D43, TU2, T15, T32, T37, T90, U2R,
U90, and U54/TL1 only)

o Human Subjects

o PI Assurance

 Prohibited Research

o Recombinant DNA and Human Gene Transfer

o Research Misconduct

o Research With Human Embryonic Stem Cells

o Select Agent Research

o Transplantation of Human Fetal Tissue

o Vertebrate Animals

Check or uncheck the certification and/or assurance indicator(s) as appropriate. You can also select
the (explain your answer) link to access a text box in which you can provide additional
information.

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. If you do not wish to save your changes, select the Discard Changes button instead.
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gf U5, Department of Health & Human Services

Help ContactUs Logout

\ %
e |
DJ,W Commons m National Institutes of Health,
. =
Q A program of the National Institutes of Health A
COMMONS\DEWE Deaw ey Decimal

Home Admin Inslilulionl“m!ilel Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Cerifications I

Institution Profe for Institutional Assurances and Certifications @
UNIVERSITY OF

LITERATURE

WPF Code: 1234567 Status

@ Basic Information " . N
The Office of Research and Integrity Centification Status is: Assurance OK
@ Assurances & Certifications

This ceification expires on: 043002015

Accounts:

534 Afiliated Accounts Assurances and Certifications

Profile updated: This institution complies with all laws, policies and regul disc tian based an:

07092014

ORI Certification Expires: 12/03/2005 ¥ Age Discrimination Assurance explain your answer)
(4302018 12/09/2005 ¥ Cnil Rights Assurance

eRA Commons Help Desk

Hours: Mon-Fn, TAM-8PM EDIT/EST
Web: hitp /fera nih govihalp!

Toll-free: 866-504-9552

Phone: 301-402-7469 12/09/2005 ¥ Inclusion of Children Policy (explain your answer
TTY: 301-451-5939

1210972005 ¥l Handi d Indnaduals A in YOUr answer

12/09/72005 ¥ Sex Discnmination Assurance (explain your answer)

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.
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11 Personal Profile Module

The Personal Profile module in Commons is the central repository of information for all Commons
registered users. It is designed so that individual eRA system users hold and maintain ownership
over the accuracy of their own profile information. This profile information is then integrated
throughout eRA's systems and used for a variety of agency business such as peer review,
application data, and trainee data.

NOTE: You can delegate the authority to maintain your profile to other users within your
institution.

The personal profile is divided into sections of information and includes:

o Name and ID: Personal information such as name, contact information, date of birth
o Demographics: Race, ethnicity, gender
o Employment: Current employment and past employment history

« Reviewer Information: Reviewer work address for those users performing tasks in IAR as
a Reviewer

o Trainee Information: Trainee permanent address for those with Trainee roles using the
xTrain module

o Education: Degree and Post-Graduate Clinical Training Information
o Reference Letters: Letters of reference submitted to NIH
o Publications: Access to MY NCBI, at which publications can be viewed

NOTE: Depending on your Commons role, you might not have access to all sections of the
Personal Profile.

For more information, refer to the Commons Personal Profile Online Help System
(https://era.nih.gov/erahelp/ppt/) or the eRA Commons Personal Profile Module User Guide
(https://era.nih.gov/files/personal profile userguide.pdf).
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12 Status Module

The Status screens allow PD/PIs, their delegates, and SOs to perform the following tasks securely:

o Track the status of a grant applications through the submission process
» View all their applications as well as NoAs and other key documents

o Complete several post-submission and post-award transactions

What you can see and do in the Status module depends on the role associated with your Commons
account. For this reason, the query and results screens in the Status module behave differently per
user role. Help topics for the Status module are available for both SO and PI users.

Refer to the section of this document titled Steps for AOR/SO to Check Submission Status on Page
114 if you have an SO or AO role.

Refer to the section of this document titled Status for Program Directors/Principal Investigators
(PI Role) on Page 128 if you have a PI role.

12.1 Steps for AOR/SO to Check Submission Status

Utilizing eRA Commons, all Signing Officials are able to check the status of the applications that
have been submitted for their organization.

Steps:

1. Login to eRA Commons with your Signing Official (SO) account username and password.

2. Click the “Status” tab and select the '""Recent/Pending eSubmissions' search option in
the left hand navigation.

3. Enter desired search criteria and hit the ""Search" button. The search criteria options are;
o Accession Number

o Grants.gov Tracking #

« eSubmission Status (Select from drop-down)
o All
o Pending Verification

o Rejected

¢ Received Date
o You can enter a range of dates for the received date using the “From” and “To”
fields. Either enter the date(s) manually in the MM/DD/YYYY format or by
selecting the calendar icon to search and select a date from the calendar.Click to
view the search screen...
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Status Recent/Pending eSubmissions @

Accession Number
General Search

Just In Time Grants.gov Tracking #
Pending Progress eSubmission Status = | E‘
Report

Received Date:
Recently
Awarded From  03/12/2016 =
Recent/Pending To  06/10/2016 s

eSubmissions

Closeout Search

4. The corresponding search results include all appropriate links for the applications. These are
the same links that appear in the Status Result - General Search results. Refer to the help
topic titled Status Result - General Search for information on search results.

For the purposes of eSubmission tracking, perform the following from the search results:

o Check the “eSubmission Status” column to determine if your application status is
“eSubmission Error” or “Pending Verification”.
o Ifthe status is "eSubmission Error", you have two options to view the errors or warnings.
« select the Show Prior Errors link from the Show All Prior Errors
o Select the Application ID displayed as link to open Status Information. Any existing
submission errors or warnings display at the top of Status Information. Refer to the
section of this document titled Status Information on Page 138 for more information
on this screen.

« Select Reject eApplication to reject the eSubmission of an application. Refer to the help
topic titled Rejecting the eApplication.

12.2 How does an SO track submission status?

All Signing Officials are able to verify the status of the applications that have been submitted for
their organization utilizing eRA Commons.

Steps:
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1. Loginto eRA Commons with your Signing Official (SO) account username and password.
a. Click the “Status” tab and select the "Recent/Pending eSubmissions" search option in
the left hand navigation menu. (image)

Home Admin Institution Profile  Personal Profile RPPR  xTrain xTRACT FCOI

Status @

General Search

Justin Time . Generaise

Pending Progress Report Type  Activity Code  Institu
Recently Awarded Grant Humber| | | | |

= RecentiPending eSubmissions
Closeout Accession Ilun'ber| |

Change of Institution | |

Pending Inclusion Action Sim i tilEes L
Re-assign Grant Last

Humne| |

Application Status | Al
Eligible for FFATA Reporting | |
ible for Hurricane Sand rting [ |

b. On the next screen, enter desired search criteria and click the "Search" button. Search
criteria options;

o Accession Number: A unique value assigned to applications before an NIH
grant number is assigned.

o Grants.gov Tracking # A value is assigned by Grants.gov when the application
is electronically submitted.

o eSubmission Status (A/], Pending Verification, or Rejected)

o Received Date Enter a range of dates for the received date using the “From”
and “To” fields.

Either enter the date(s) manually in the MM/DD/YYY'Y format or by selecting
the calendar icon
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Status Recent/Pending eSubmissions @

Accession Number
General Search

Just In Time Grants.gov Tracking #
Pending Progress eSubmission Status = | E‘
Report
Received Date:
Recently
Awarded From  (3/12/2016

Recent/Pending To  06/10/2016

El

eSubmissions

Closeout Search

NOTE: The corresponding search results include all appropriate links for the
applications. These are the same links that appear in the Status Results - General

Search results.

For the purposes of eSubmission tracking, perform the following from the search results:

1. Check the eSubmission Status column to determine if your application status is
“eSubmission Error” or “Pending Verification™.
2. Use one of the two following methods to view the error messages and warnings. (view

example).
/ i H Showing 11 - 20 of total 20
e Example of Recent/Pending search (SO view) ewing °
Show 10 [v]| perpage « 1 »
Show All

Application Grants.gov eSubmission eSubmission Prior
D “  Tracking # S Status S Proposal Title + PDIPI Name + Status Date 5 Errors s Action 3%
AN:7654321 2 INT11122233F  eSubmission Error  Txt2stopdbaby: AnRCTto  Phnerl, Olga 10/13/2011 Show Prior

reduce smoking and improve 15:04:35 Errors and

mother child health ‘Warnings

NOTE: Errors will stop the submission process and need to be addressed via a
change/corrected application. Warnings will not stop the process but it is still critical to check
the warning messages to ensure that any referenced issue does not apply to your application.

o Method 1: Select the Show Prior Errors and Warnings link from the Show All

Prior Errors column.
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o Method 2: If the status is "Pending Verification", select the Accession Number
(AN ######) displayed in the Application ID column to open the Status
Information. Submission errors or warnings are displayed at the top of the Status
Information page during the two day review period before the submission deadline.
Refer to the section of this document titled Status Information on Page 138 for more

information on this screen.

3. If warranted, select Reject eApplication in the Action column to reject the eSubmission of
the application. Refer to the help topic titled Rejecting the eApplication.

12.3 How Does an SO Reject the eApplication?

When warranted, an SOs can request to reject the eSubmission of an application using the Reject
eApplication screen. Only Signing Officials have this option, and the application must not have
been previously verified or rejected by the SO.

To reject an eApplication:

1. Loginto eRA Commons with your Signing Official (SO) user ID and password.

2. Select Status from the menu bar and then select the Recent/Pending eSubmissions (or
General Search) option to locate the application being rejected.

3. From the search result screen, select the Reject eApplication link in the Action column.

eSubmission Prior
PD/Pl Name ¥ StatusDate <+ Errors ¥ Action +
06/15/2016 Show Prior Transmittal
09:10:04 Errors and Sheet |
Warnings [ Reject
eApplication
The Reject eApplication screen displays.
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Reject eApplication (2]

Application Information

Grant Number: i303
Pl Name: AM:1726354 N, PETER A
Proposal Title:

Reject eApplication

This application has had a very bad hair day.

Required Comment:

4. Enter the required comment in the provided text box. This message will be part of the
rejection email notification.

5. Select the Reject button (select Cancel if you need to cancel the action). The contact PI will
receive an email notification that the SO has rejected the application.

12.4 Steps for SO to Re-assign a Grant

Signing Officials may use the "Reassign Grant" option from the Status menu in eRA Commons to
change the assignment of a grant from one existing department or component to another existing
department or component within their institution.

NOTE: This functionality is only available to Signing Officials from grantee organizations that are
classified as Institutions of Higher Education. This tool cannot be used to create new departments

or components.

To re-assign one or more grants, log into eRA Commons with an account that has the SO
(Signing Official) role and select the Status option from the menu bar.

i) A Commons
A program of the National Institutes of Health

Home Admin Institution Profile  Personal Profi ' Status ISSIST Prior Approval

This will display the Status menu on the left. Select the "Re-assign Grant" option from the
list.
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Home Admin Institution Profile  Personal Profil ASSI

Status @

Important Note:
Please provide additional search parameters to narrow down your searche
existing issue of delay in data retrieval.
= General Search
Justin Time
Pending Progress Report
Recently Awarded

RecentiPending eSubmissions
Closeout Accession Numbsg

Change of Institution .
Pending Inclusion Action R
Re-assign Grant -

m STEP 1: Selecting "Re-assign Grant" from the menu will open a search window. In this

Grant Numbsg

window, provide the search criteria for the grant or grants in question. The search can be
done on any combination of; all or part of a grant number; Contact PI name; or major
Department/Component. Once the search criteria has been entered, click on Search.

Home Admin Insfifution Profile Personal Profile | Status | ASSIST  Prior Approval RPPR xTrain  xTRACT Admin Supp eRA Parmners MNon-Research

Status Re-assign Grant e

General Search TESTTEST

Step 1: Search and choose grants

Just In Time:
Pending Progress Report Type Act IC Serial # Year

Grant# | T ACT “ERIAL # R
Recently Awarded

Contact Pl Last Name Contact Pl First Name

RecentPending
eSubmissions Last Name = S
Closeout School Department

SCHOOL OF MEDICINE AND HEALTH SCIENCES - Select a departy t -
Change of Institution { SECt & deparimen

Pending Inclusion Action Clear
e Select a school
Re-assign Grant
COLLEGE OF EDUCATION AMD HUMAM DEVELOPMEMT

COLLEGE OF ARTS AND SCIENCES
COLLEGE OF ENGINEERING AND MINES m
COLLEGE OF NURSING & PROFESSIONAL DISCIPLINES

SCHOOL OF MEDICINE AND HEALTH SCIENCES

SCHOOL OF AEROSPACE SCIENCES
EMERGY AMND ENVIRONMENTAL RESEARCH CENTER

The search results will be displayed. You have options on this screen to select the grants that
are to be moved as well as to change how many results are displayed per screen. Clicking on
the box above the list to the left will select all of the grants visible. You may also select a
smaller subset of grants or just one.
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Once you have made your selections, click on Next.

NOTE: You can move all of the grants visible on a page at one time however you will not
be able to combine results on other pages into the current re-assignment step. Another

reassignment procedure will need to be performed in order to move grants on other pages.

Home Admin Insfitufion Profile  Personal Profile | Status | ASSIST Prior Approval RPPR xTrain xTRACT Admin Supp
Status Re-assign Grant e
General Search Step 1: Search and choose grants
Type Act IC Serial # Year
Just In Time Grant# | T ACT C SERIAL # R
) Contact P Last Name
Pending Progress Report
Recently Awarded School
SCHOOL OF MEDICINE AND HEALTH SCIENCES -
RecentPending eSubmissions
Closeout —
O Grant = Project Title = Contact PDIPI Name = = School Name = Depariment =
Change of Insfitution
O | ROIDESEE88812 TRPCI, Caleium, and Saliva  Haves, Jade (117 SCHOOL OF MEDICINE ~ BIOCHEMISTRY AND MOLECULAR
Pending Inclusion Action
O | RO1DE288233-11 TRPC1, Calcium, and Saliva  Hayes, Jade 3 SCHOOL OF MEDICINE — BIOCHEMISTRY AND MOLECULAR
Re-assign Grant . L
M | R2IDETTTTI702  Galecting as novel slarmins il MARTIMEZ, CARMEN SCHOOL OF MEDICINE  MICROBICOLOGY AND IMMUNOLOG
P20GMGE6666-04 Center for Biomedical Resean  Freeman, Derrick SCHOOL OF MEDICINE  PHARMACOLOGY, PHYSIOLOGY, A
[0 | RO1ES99999906 Environmental tovins and ster  Mitchell, Dylan SCHOOL OF MEDICINE  BIOCHEMISTRY AND MOLECULAR.
7l | RO1AIO0D0000HI2  Lung innate immunity against  SONG, EMILY SCHOOL OF MEDICINE  BIOCHEMISTRY AND MOLECULAR
O RO1DKE66666-03  Schisfen mediation of intestin -~ BRONSON, KEMBER. SCHOOL OF MEDICINE MOME
O P20GMIE7654-15  Morth Dakota INBRE Hesltha  Fuller, Kayla SCHOOL OF MEDICINE PATHOLOGY
O ROIMH444444-04 The role of novel endolyscsor  Kendrick, Alex 17 SCHOOL OF MEDICINE PHARMACOLOGY, PHYSIOLOGY, A
0] P30GM33333303 COBRE Center for Neurodeg'  Kendrick, Alex M7 SCHOOL OF MEDICINE  PHARMACOLOGY, PHYSIOLOGY, A
Showing 1 to 10 of 33 entries Previous - 2 3 4 Ned
< >
(=)

m STEP 2: The next step is to select the School and Department to which the selected grants
should be moved. Use the drop-down menus to make the selections (only existing schools
and departments will be shown) and then click on Next.
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Re-assign Grant e

TEST TEST
Step 1: Search and choose granis

Step 2: Choose department

School
SCHOOL OF MEDICINE AND HEALTH SCIENCES -

Department

i PATHOLOGY = |

STEP 3: The summary is shown next. This will indicate the number of grants being moved
and to which destination. If the information is correct, click on Submit.

Re-assign Grant e

TEST TEST
Step 1: Search and choose granis

Step 2: Choose department

(
Step 3: Summary

Pleasze verify the information and press the 'Submit' button to save.
Mumiber of grants selected for re-assignment: 3 (Note: You can see the full list of grants in "Step 1)

Grants will be re-assigned to:

School: SCHOOL OF MEDICINE AND HEALTH
SCIENCES

Department PATHOLOGY

Y ou will receive a final confirmation of the reassignment.
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Confirmation of Grant Assignment

Success o

3 grant(z) have been re-gssigned to SCHOOL OF MEDICINE AND HEALTH SCIENCES -
PATHOLOGY.

OK

o Items Of Note:
o Functionality is only available to Signing Officials from grantee organizations that are
classified as Institutions of Higher Education.

o Assignments are immediate in Commons. The new assignment can be viewed on the
Re-assign Grant search page.

o Assignments will be visible in RePORTER on the following Monday.

o Search criteria is limited to the current and future fiscal years, for awarded grants or
pending type 5 grants.

o Grants on one page can be moved at one time, i.e. grants returned on multiple pages

will require multiple moves.

12.5 Status Result - General Search

The Status Result - General Search screen provides matching records from searches performed by
SOs using the General Search feature in the Status module. The information displays in tables and
includes links to other Commons modules and/or features depending on the application.

NOTE: The Status Result - General Search screen differs from the results displayed for PI users.
Refer to the section of this document titled Status for Program Directors/Principal Investigators
(PI Role) on Page 128 for more information.

The screen has a limit of 100 records per view, with additional records accessed via the page
number links and/or navigation arrows at the top of the results table. The results can be sorted by
selecting the up/down arrow displayed in the column heading. If the arrow exists in the heading,
the information can be sorted by that category.

The figure below represents a sample of various action links that could be displayed and may not
reflect realistic search results.
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Status Result - General Search @

Tips and Notes:

« PDP column shows Contact Pl for multi-Pl grants.

p My Groundbreaking, Life-saving, Medical

ARCIEYDD00D1-01 GRANT10000000! Research Study
i BO0LO S Hypertensive kidney disease: A New
3RO1DKI00004-0151
SRO1DKO00004-0151 Study
T —— The Curipus Case of Benjamin Button
PRONEMI00001-07 Syndrome
5RO1EYD00002-05 Study on Genetics and Age-Related
Degeneration
SRO1GMI00002-31 A Study in Scarlet Faver
1NE00 Sclentific Research Study that Will Changs
SROTNS000001-13 the World
This is a Tille of a Sample Grant Proposal
SROEY000003-07 and Project
To Kill a Mockingbird with Contagious
SROEYDOO004-03 (MPT) Diseases
SRO1EYDO000S-03 The Taming of the Flu

Portrait of the Artist as a Young Man through
Adulthood

Pride and Prejudice and the Human
Psycha

AROICADDOO01-01 (MP1)  (GRANT10000002P
SROMFDO000T-04

SRO1MHO00001-23 el
[ Exportto Excel | [ Show Query | [ Print Hitist |

Application ID% Ll Proposal Title

" Application a| Budget Show All Prior -

SAWYER, TOM
CAULFIELD, HOLDEN
FITZGERALD, F
SCOTT

FINCH, ATTICUS
DOYLE, ARTHUR C
FINN, HUCK

TORRANCE, JACK

LEE, HARPER

SHAKESPEARE,
WILLLAM

JOYCE, JAMES

BENNET, LIZZIE

Lord of the Flies and Cther Disease Carmying COLDING, WILLLIAM

Withdrawn

Awarded. Non-
fellowships only
Awarded. Non-
Tellowships only
Awarded. Mon-
fellowships only
Kwarded. Mon-
fellowships only
HAwarded. Mon-
fellowships only

HAwardad. Mon-
fellowships only

Awarded. Non-
fellowships only

Awarded Non-
feliowships only
Council review
completed

Na IRG
Recommeandation
No IRG
Recommendation

07012012

061152012

01012013

080172012

07112012

09012012

00172012

0012012

010172013

070172012

080172012

12012012

Yes

Yes

Yas

Vs

Kl1-1000/1275 1234567891011121300

Show All Prior Errors Trans mittal Sheet
Extension
RPPR

Extencion Admin
Supplements

Closed

Show All Prior Errors RT—_re_;“"e:Eiz:EDr"
= |Transmittal Shee

Admin Supplements

P = JIT Times Revised (1) ]
Show All Prior Emors Transmittal Sheet

Show All Prior Emrors (T Sheet

Transmittal
Show All Prior Errors
Shest

The results include the following information:

« Application ID

The application ID is provided as a link, which when selected opens the Status Information
screen. Status Information includes grant/application information such as status history,
study section, contacts, etc. Refer to the section of this document titled Status Information on

Page 138 for more information.

If multiple PIs exist on the project, an MPI indicator appears next to the application ID.

e Grants.gov Tracking #

This column shows the number assigned when the application was submitted electronically

to Grants.gov. This is a non-sortable field.

o Proposal Title

The project name submitted on the application is displayed in this column.

NOTE: In the Proposal Title field, NFP (no further processing) is added to the application
title to indicate that the application will not be referred for review.
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o PD/PI Name

This is the Contact PI on the application.

o Application Status
This column displays the status of the application. Status values include:

o Awarded

e Pending

o Withdrawn

o Terminated
e Not Funded
o Returned

o Received

o eSubmission Error

o Budget Start Date
e FFATA

This column indicates Yes if the application is eligible to report as a Federal Funding
Accountability and Transparency Act (FFATA) application.

e Show All Prior Errors

This column displays the Show All Prior Errors link. Selecting this link opens the
Errors/Warnings for Prior Failed eSubmissions screen, providing any errors or warnings
received for the application during eSubmission.

o Action (links)

The links in this column are used to access other modules or features in Commons and vary
depending on the application. Possible links are as follows:

« RPPR

Opens the RPPR Menu screen for editing or submitting an Research Performance
Progress Report (RPPR). Refer to the section of this document titled Research
Performance Progress Report (RPPR) Module on Page 232.
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Public Access PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting Public
Access PRAM. Refer to the section of this document titled Research Performance
Progress Report (RPPR) Module on Page 232

IC Requested PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting
IC Requested PRAM. Refer to the section of this document titled Research
Performance Progress Report (RPPR) Module on Page 232.

Fellowship Face Page

Displays for Fellowship Awards only

Progress Report Face Page

Only for paper grants not SNAP eligible

JIT

This link is displayed for applications eligible to submit Just In Time materials.
Selecting the link opens the Just In Time screen. Refer to the section of this document
titled Just in Time (JIT) on Page 179.

Extension

This link opens the No-Cost Extension (NCE) feature. Refer to the section of this
document titled No-Cost Extension (NCE) on Page 187.

Closed

This link opens the Closeout Status screen, which provides information on a closed
grant. Refer to the section of this document titled Closeout Status on Page 156.

Requires Closeout

This link opens the Closeout Status screen, which provides a means for uploading the
required documents for closeout. Refer to the section of this document titled Closeout
Status on Page 156.
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Reject eApplication

Available only to SO users, select this link to reject an electronically submitted
application. If rejected, the status of the application is updated to Refused. Refer to the
help topic titled Rejecting the eApplication.

Transmittal Sheet

Opens the Transmittal Sheet on which is listed the institution name, proposal title,

PI name, grant number, accession number, and proposal receipt date.

Administrative Supplement

For grants having at least one administrative supplement request either in progress or
submitted, but not reviewed. This link is used to view the status of the request.

Manage Relinquishing Statement

Available to SOs and used to access the feature for initiating an electronic
relinquishing statement

Relinquishing Statement

Used to access the feature for editing and re-routing the electronic relinquishing
statement

Sandy Quarterly Report

For grants identified as NIH Hurricane Sandy Recovery awards. The link opens the
Sandy Quarterly Report for editing, saving, and/or submission.

Inclusion

Provides access to the Inclusion Management System (IMS) for viewing and
managing inclusion enrollment data for off-cycle reporting, before the progress report
is due. This link is available only for those grants requiring inclusion data. For more

information about IMS via Status, refer to the separate Inclusion Management System
Online Help.

IMPORTANT: To submit inclusion enrollment data with a progress report, IMS
must be accessed via the RPPR Section G. Special Reporting Requirements rather
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than through the Inclusion link in the Status module. Refer to the NIH and Other
PHS Agency Research Performance Progress Report (RPPR) Instruction Guide for

more information.

12.6 Status for Program Directors/Principal Investigators (Pl Role)

The Status module allows those with a PI role to review basic aspects of the status of applications
sent to the NIH, including pending review, review outcome, pending Advisory Council action, and
award status.

Refer to the section of this document titled Steps for AOR/SO to Check Submission Status on Page
114 if you hold an SO role.

Upon entering the Status module, a PI is taken to a landing page with three options:

o Recent/Pending eSubmissions: Select this option to view a list of recent or pending
electronic submissions of grant applications.

« List of Applications/Grants: Select this option to view a list of of applications/grants on
which the PI user is the contact PI or one of multiple PIs (MPI)

o Search by Grants.gov Tracking Num: Use this field and the Search button to display

information for a specific grant application by tracking number.

Status: Pl Search

st of applications represents a resull of the search by Granis.gov Tracking # or a st of all Recent/Pending eSubmissions. If you do not see a complete kst of your RecentPending

sions, please chick Recent/Pending e Submissions menu 1ab again

Recent/Pending eSubmissions

» Apphications that require action (e.g.. to view emors/wamings) prior to submisskon completion S |
= AR, tions that are available 10 view (du 0 business day correction window) prior to submisskon completion
= Applications that have been rejected by Signi

List of Applications/Grants

= Funded Grants > |
+ Successfully submitted applications, both paper and electronic

+ Review assignment status, review resulls. summary stalements, and Notices of Award

» Other Commons features (e.g.. Just In Time, eSNAP, Closeout, Financial Status Report) for previously submitted applications/grants

Search by Grants. gov Tracking Num

Enter the Grants gov Tracking Mumber into the following box for easy access 10 a specific grant apphication

fficial

Saanch |
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NOTE: A PI may grant a Commons user with the ASST role access to the Status module. ASST
users granted this authority can view the status results as the PI would, however, the ASST user
will not have access to the links found in the Action column. Refer to the section of this document
titled Direct Delegations on Page 70 for information on delegating Status.

12.6.1 Viewing Recent/Pending eSubmissions

Select the Recent/Pending eSubmissions option to display search results meeting the following
criteria:

o Applications that require action prior to submission

o Applications available for viewing prior to submission (2 business day correction window)

» Applications that have been refused by the SO

Status: Pl Search

The following list of applications represents a result of the search by Grants.gov Tracking # or a ist of al Recent/Pending eSubmissions. If you do not see a comphete kst of your Recent/Pending
eSubmissions, please Cic g.eSubmissions mepy lab again

Recent/Pending eSubmissions

busingss day corréction window) prior to submission completion
Official

List of Applications/Grants
= Funded Grants T|

= Successfully submitied applications, both paper and ekectronic
= Reéview assignme 1atus, réview résulls, summary stalements, and Notices of Award
» Other Commons features (e.g., Just In Time, eSNAP, Closeout, Financial Status Report) for previously submitted applications/grants

Search by Grants.gov Tracking Num

Enter the Grants.gov Tracking Number into the fo

llowing box for easy access 1o a specific grant applcation

The results display in the Status - Recent/Pending eSubmissions screen in a table format. If the
number of records returned by the search exceeds the amount allowed on the screen, you can use
the page number links and/or navigation arrows at the top of the results table to scroll to the
remaining records.
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Status Result - Recent/Pending eSubmissions ¢

he result of the search by Grants.gov Tracking # or a list of all RecentPending eSubmissions. If you do not sée a complete list of your RecentPending
sskons menu tab again

Grants.gov Application eSubmission eSubmission Status
Tracking# [} Status Propasal Title PDIPI Namé Date Show All Prior Emors

GRANTO0123456 eSubmission Error  The Taming of the Flu SHAKESPEARE, 06/16/2015 10:38:14 Show Emors and Wamings
WL LLAM

SPEARE, 06/17/2015 02:31:42 Show Erors and Wamings

The following information is included in the table:
Grants.gov Tracking #

This column shows the number assigned when the application was submitted electronically to
Grants.gov. This is a non-sortable field.

Application ID

The application ID is provided as a link, which when selected opens the Status Information screen.
Status Information includes grant/application information such as status history, study section,
contacts, etc. Refer to the section of this document titled Status Information on Page 138 for more
information.

eSubmission Status
This column shows the status of approval for the application.
Proposal Title

The project name submitted on the application is displayed in this column.

NOTE: In the Proposal Title ficld, NFP (no further processing) is added to the application title to
indicate that the application will not be referred for review.

PD/PI Name

This is the Contact PI on the application.
eSubmission Status Date

This is the date of the latest status update.
Show All Prior Errors

This column displays the Show All Prior Errors link. Selecting this link opens the
Errors/Warnings for Prior Failed eSubmissions screen, providing any errors or warnings received
for the application during eSubmission.
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Tip: Use the Export buttons —located at the top and bottom of the screen— to view the information
in an Excel spreadsheet.

To return to the search screen, select the Return to PI Search link at the top of the page.
12.6.2 Viewing the List of Applications/Grants

The Status Result - List of Applications/Grants screen provides a collected source of information
pertaining to a PI's grants/applications. The screen allows Pls to view basic information for their
grants; to review detailed information for their grants, including assignments, summary statements,
notices of award; and to access other modules in Commons for completing tasks such as progress
report, financial statement, etc.

To access the Status Result - List of Applications/Grants screen, click the List of
Applications/Grants section of the screen.

Status: Pl Search

The following list of applications represents a result of the search by Granis.gov Tracking # or a list of all Recent/Pending eSubmissions, If you do not see a complete st of your Recent/Pending
esubmissions, piease click Recent/Pending e Submissions menu tab again

Recent/Pending eSubmissions

« Applications that require action (e.g.. to view effors/warmings) prior to submisskon completion » |

during two busingss day corréction window) prior to submission complation

= Applications that have been rejected by Signing Official

List of Applications/Grants

» Funded Grants

= Successtully submitted applications, both paper and electronic

o Review assignment status, review resulls, summary statements, and Notices of Award

= Other Commons features (e.g., Just In Time, eSNAP, Closeout, Financial Status Report) for previously submitted applications/grants

Search by Grants gov Tracking Num

Enter the Grants. gov Tracking Number into the following box for easy access lo a specific grant application

| Search |

The initial results display the applications collapsed into groups of grant families. From the initial
display, you can see the application number (or Application ID Not Yet Assigned where
applicable); the number of applications/grants within the family; the contact PD/PI; and the title.

Tip: To find the total number of your applications/grants, look for the number displayed next to the
screen fitle.

To expand the field and display all grants/applications associated with a family, select the plus sign
(+) for that particular grant family.
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« Return 1o PI Search
Notes & Tips:

= Impertant: The NIH provides the JIT (Just in Time) link in the Commons for scored applications. Please awall instructions from the NiH on whether to complete this information

The following list of applcations/grants represents a result of the search by Grants.gov Tracking # or a complete list of all your applications/grants. If you do not see a complete list of your
applications/grants, please ciick List of Applications/Grants menu 1ab again

Status Result - List of Applications/Grants @

[@ Export

Application ID Not € 01/01/2016 - 1213172017 (Project SHAKESPEARE, WILLIAM (PD/PI) Measure for Measure & Other Scientific +

Yet Assigned Period) Methodologies (Title)

R21MH123456 ©  06/01/2014 - 05/31/2016 (Project MARLOWE, CHRISTOPHER (PD/P1) The Tragicall History of the Life and Death ==
Period) of Doctor Faustus (Titie)

US4MH123456 ©  07/01/2010 - 06/30/2015 (Project SHAKESPEARE, WILLIAM (PD/P1) Much Ado About Childhood Obesity +
Period) in the United States (Title)

U790A000456 (1] 05/08/2015 - 06/12/2015 1 SHAKE SPEARE, WILLIAM (PD/PI) A Midsummer Night's Dream and Other +

Known Sleeping Disorders

« Return o Pl Search
Notes & Tips:

= Important: The MNIH provides the JIT (Just in Time) link in the Commons for scored applications. Please awalt instructions from the NIH on whether to complete this information

The following list of applications/grants représents a result of the search by Grants.gov Tracking # or a compiete list of all your applications/grants. If you do not see a complete list of your
applications/grants, pkease click List of Applications/Grants menu tab again

Status Result - List of Applications/Grants @@

[ Export

Application ID Not € 01/01/2016 - 12/31/2017 (Froject SHAKESPEARE, WILLIAM (PD/PI) Measure for Measure & Other Scientific +
Yet Assigned Period) Methodologies (Title)
R21MH123456 ©  06/01/2014 - 05/31/2016 (Froject MARLOWE, CHRISTOPHER (PD/P1) The Tragicall Histery of the Life and Death =
Period) of Doctor Faustus (Title)
Grants.gov eSubmission Current Application Status Available
Application 1D Tr:cklng' Proposal Title PDIPI Hame Status Status Date Actions
5R21MH123456- A Tragicall History of the Life and Death MARLOWE Pending 05222014
0z of Doctor Faustus CHRISTOPHER (P1)
SHAKESPEARE,
WILLLAM (MP1)
1R2Z1MH123456- GRANT123456T8F A Tragicall History of the Life and Death MARLOWE, Submission Awarded. Non- 052272014
™ of Doctor Faustus CHRISTOPHER (Pl)  Complete fellowships only
SHAKESPEARE,
WILLLAM (MP1)

Once expanded, the following information is displayed:
Application ID

The application ID is provided as a link, which when selected opens the Status Information screen.
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Status Information includes grant/application information such as status history, study section,
contacts, etc. Refer to the section of this document titled Status Information on Page 138 for more
information.

If multiple PIs exist on the project, an MPI indicator appears next to the application ID.
Grants.gov Tracking #

This column shows the number assigned when the application was submitted electronically to
Grants.gov. This is a non-sortable field.

Proposal Title

The project name submitted on the application is displayed in this column.
PD/PI Name

This is the Contact PI on the application.
eSubmission Status

The submission status of the application.
Current Application Status

This column displays the status of the application.
Status Date

The date on which the current status was set.
Available Actions (buttons)

Use the buttons in this column to access other modules or features within Commons. Available
actions vary depending on the application. Possible actions include:

RPPR

Opens the RPPR Menu screen for editing or submitting an Research Performance Progress Report
(RPPR). Refer to the section of this document titled Research Performance Progress Report
(RPPR) Module on Page 232.

Public Access PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting Public Access
PRAM. Refer to the section of this document titled Research Performance Progress Report
(RPPR) Module on Page 232.

IC Requested PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting IC Requested
PRAM. Refer to the section of this document titled Research Performance Progress Report
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(RPPR) Module on Page 232.
Fellowship Face Page

Displays for Fellowship Awards only
Progress Report Face Page

Only for paper grants not SNAP eligible
JIT

This link is displayed for applications eligible to submit Just In Time materials. Selecting the link
opens the Just In Time screen. Refer to the section of this document titled Just in Time (JIT) on
Page 179.

Extension

This link opens the No-Cost Extension (NCE) feature. Refer to the section of this document titled
No-Cost Extension (NCE) on Page 187.

Closed

This link opens the Closeout Status screen, which provides information on a closed grant. Refer to
the section of this document titled Closeout Status on Page 156.

Requires Closeout

This link opens the Closeout Status screen, which provides a means for uploading the required
documents for closeout. Refer to the section of this document titled Closeout Status on Page 156.

Transmittal Sheet

Opens the Transmittal Sheet on which is listed the institution name, proposal title, PI name, grant
number, accession number, and proposal receipt date.

Administrative Supplement

For grants having at lease one administrative supplement request either in progress or submitted,
but not reviewed. This link is used to view the status of the request.

Relinquishing Statement
Used to access the feature for editing and re-routing the electronic relinquishing statement
Sandy Quarterly Report

For grants identified as NIH Hurricane Sandy Recovery awards. The link opens the Sandy
Quarterly Report for editing, saving, and/or submission.

Inclusion

Provides access to the Inclusion Management System (IMS) for viewing and managing inclusion
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enrollment data for off-cycle reporting, before the progress report is due. This link is available only
for those grants requiring inclusion data. For more information about IMS via Status, refer to the
separate Inclusion Management System Online Help.

IMPORTANT: To submit inclusion enrollment data with a progress report, IMS must be
accessed via the RPPR Section G. Special Reporting Requirements rather than through the
Inclusion link in the Status module. Refer to the NIH and Other PHS Agency Research
Performance Progress Report (RPPR) Instruction Guide for more information.

Tip: Use the Export buttons —located at the top and bottom of the screen— to view the information
in an Excel spreadsheet.

To return to the search screen, select the Return to PI Search link at the top of the page.

12.6.3 Searching by Grants.gov Tracking Number

To search for an application by its Grants.gov tracking number, enter the tracking number into the
Tracking Number field of the Search by Grants.gov Tracking Num section and select the
Search button.

Status: Pl Search

The following list of applications represents a result of the search by Grants.gov Tracking # or a st of al Recent/Pending eSubmissions. If you do not see a complete kst of your Recent/Pending

eSubmissions, please click Recent/Pending eSubmissions menu tab again
Recent/Pending eSubmissions
= Appic ns that require action ). O VIEW ermmors’warmmgs) pnor to submisskon completion | 3 |

WO busingss day cormection window) prior to submission completion

- Ap, ns that are availab auri
= Applications thal have béen réjected by Signing OMcial

List of Applications/Granis

« Funded Grants » |
= Successfully submitied applications, both paper and electronic

« Review assignment status, review resulls, summary stalements, and Notices of Award

= Other Commons features (e.g.. Just In Time, eSNAP, Closeout, Financial Status Report) for previously submitied applications/grants

Search by Grants gov Tracking Num

Enter the Grants.gov Tracking Number into the following box for easy access to a specific grant appiication

The Status Result - Recent/Pending eSubmissions screen returns only the application matching the
entered tracking number. Y ou can view Errors/Warnings for Prior Failed Submissions by
selecting the Show Prior Errors and Warnings button.

To return to the search screen, select the Return to PI Search link at the top of the page.
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Return to Pl Search

Status Result - List of Applications/Grants

GRANTO0123456

Grants.gov Tracking Number Application ID eSubmission Status Proposal Title
GRANTO0123456 eSubmission Ermor The Taming of the Flu

PD/Pl Name eSubmission Status Date
SHAKESPEARE  WILLLAM 061652015 10:38:14

12.7 How does a Pl track submission status?

The designated Contact PD/PI is able to view status information relating to their newly submitted
applications during the "viewing window" (the first two business days after submission up to the
submission deadline).

After the deadline, any applications which remains in the Pending status will also be visible.

NOTE: A PI may grant a Commons user with the ASST role access to the Status module. ASST
users granted this authority can view the status results as the PI would, however, the ASST user
will not have access to the links found in the Action column. Refer to the section of this document
titled Direct Delegations on Page 70 for information on delegating Status.

Steps to access status information:

1. Loginto eRA Commons with your Principle Investigator (PI) account username and
password.

2. Click the “Status” tab and then select the "Recent/Pending eSubmissions" search option in
the sub-menu bar or in the body of the page. (view screenshot)

Status »J{50
Search b

Personal Profile
List of Applications/Grants

ATTENTION: The Commons Pl Status Page has been temporarily returned to ths

Cﬁﬁpenqu eSumeaw?)

ire action (e.g., to view errors/wamings) prior to|
* Applications that are available to view (during two business day corre
® Applications that have been rejected by Signing Official

3. The next screen will display the results.
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Status Result - Recent/Pending eSubmissions @

The fallowing list of applications represents a result of the search by Grants,gov Tracking # o 3 list of all RecentPending eSubmissions, i you do not see 3 complete list of your RecentPending eSubmissions, please dick
RecentPending eSubmissions menu tab agaln

El1-120m12 10
Gnllts.quraﬂmq nppunun e Submission e Submission Status
i il =l I =0 5=t Ol ooy
ow Prig and Warnings

GRANTO0000001 100 |@Submission Error | Multi-scale mapping project for this, thal, and the other thing. SHAKESPEARE, 2006-10-03 04:24:52
WILLIAM
10 eSubmission Error | Scientific research thatis groundbreaking. SHAKESPEARE, |2007-02-14 18:15:31
WILLIAM
GRANT00000100 AN2000100 |eSubmission Error | Neuronal Signaling and other hard to explain medical stuff SHAKESPEARE,  2007-10-3015:3T:10 Show Prigr Errors and Wamnings
WILLLAM

GRANTO0000010

[(Exportto Excel | [ Show Query | [ Print Hitist |

Tip: Use the Export buttons —located at the top and bottom of the screen— to view the information
in an Excel spreadsheet.

To return to the search screen, select the Return to PI Search link at the top of the page.
The following information is included in the table:
Grants.gov Tracking #

This is the number assigned when the application was submitted electronically to
Grants.gov.

Application ID

A unique value assigned to applications before an NIH grant number is assigned
eSubmission Status

This shows the status of approval for the application.

Proposal Title

This is the project name submitted on the application.

NOTE: In the Proposal Title ficld, the designation of NFP (no further processing) is added
to the application title to indicate that the application will not be referred for review.

PD/PI Name

This is the Contact PI on the application.
eSubmission Status Date

This is the date of the latest status update.
Show All Prior Errors

This column displays the Show Prior Errors and Warnings link. Selecting this link opens
the Errors/Warnings for Prior Failed eSubmissions screen and displays any errors or
warnings received for the application during eSubmission.

For the purposes of eSubmission tracking, perform the following from the search results:
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1.

2.

Check the eSubmission Status column to determine if your application status is
“eSubmission Error” or “Pending Verification™.

NOTE: Errors will stop the submission process and require a change/corrected application

but warnings will not. It is still critical to check the warning messages to ensure that the issue
referenced does not apply to your application.

Use one of the two following methods to view the error messages and warnings. (show
screenshot)

Status Result - Recent/Pending eSubmissions (2

The following list of applications represents a result of the search by Grants.gov Tracking # or a list of all Recent/Pending eSubmissions. If
you do not see a complete list of your Recent/Pending eSubmissions, please click Recent/Pending eSubmissions menu tab again.

Kl1-10f1 10
Grants gov Appllcatlon eSubmission PD/PI eSubmssmn
GRANT1 AN [Pending Skeletal FRIEDMAN, [2016-06- ~_|show Prior Errors and Warnings
123455? Verification Manifestations of 09:10:04
Renal PTH and MILTOMN

FGF23 Resistance in
Kidney Disease

| Exportto Excel || Show Query || Print Hitiist |

o Method 1: Select the Show Prior Errors and Warnings link from the Show All
Prior Errors column to the right.

o Method 2: If "Pending Verification", select the Accession Number (AN :######)
displayed in the Application ID column to open the Status Information page.

Submission errors or warnings are displayed at the top of theStatus Information page
during the two day review period before the submission deadline. Refer to the section

of this document titled Status Information on Page 138 for more information on this
screen.

12.8 Status Information

Status Information is a collection of grant information and links to grant-related documents stored

in one place. Status Information is accessed by selecting the Application Number (hyperlink)
from any result screen in the Status module.
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Contacts
Administration: Scientific Review
Administrator(SR0O))
Name: Administrator, SRO
Phone: 301-555-5555

Email: eRATest@mail.nih.qov

Administration: Grants
Management Specialist{GMS)
Name: Specialist, Grant
Phone:

Email: eRATesti@mail.nih.gov

Administration: Program
Official(PO)

Name: Official, Program
Phone: 301-555-5555

Email: eRATast@mail.nih. gov

Latest Update

Application Source: Grants.gov

FOA: [PA13-302] - RESEARCH

PROJECT GRANT (PARENT RO1)
eRA Service Desk

Hours: Mon-Fri, TAM-8PM EDIT/EST

Web: hitpigrants. nih.gow'support

Toll-free: B66-504-9552

Phone: 301-402-7469

Contact initiated outside of
business hours via Web or voice
mail will be returned the next
business day

Status Information @

Filter x
1 R01 HL123456-01

Status: Application awarded.

Pl Name: CANTCR, GECRG

@ Status

Status: Application awarded.

Expand Al

Collapse Al

Project Title: Algarithmic Cancer Forcasting and Disrupton

NIH Appl. ID: 7654321 Application ID: TROTHL123456-01

Last Status Update Date: 04/14/2006

Pl Name: CANTCR, GECRG

Proposal Receipt Date:
03/28/2002

Project Period Begin Date:
04/01/2002

Project Period End Date:
03/31/2006

Application Source: Paper

FOA:
@ Other Relevant Documents
e-Application

Appendix1254-Suppl. Table.pdf

eSubmission Cover Letter

@ Additions for Review

Document Event Log
@ Review

Application

Award Document
Number: RTHL123454

FSR Accepted Code: M
Snap Indicator Code: Y

Review Qutcome
Available: Yes

Summary Statement
Available: Mo

Early Stage Investigator
Eligible:

New Investigator
Eligible: Y

Eligible for FFATA
Reporting: Mo

@ Institute/Center Assignment

Institute or Center

NATIOMAL CAMCER INSTITUTE

Institution Name:
COLLABORATORIUM UNINERSITY

School Name: SCHOOL OF
MATHMATICAL MEDICINE

School Category:
ORGANIZED RESEARCH
UNITS

Division Name: NOME
Department Name: NOME

NIH Appl. 1D: 7654321

Proposal Title: Prediction of Cancer Progression and Associated
Markers to Develop Innovative Disruption and Treatment

Current Award Notice Date:
091572001

efpplication Status:

Study Section Advisory Council (AC)

Scientific Review Group:
HEM-1

Council Meeting Date
(YYYYIMM): 2002 /01

Assignment Date
03/28/2002
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12.8.0.1 The screen displays the following sections of information:
Contacts: Names, phone numbers, and email addresses for grant-related contacts

The Name, Phone, and Email displays for the following contacts:

« Scientific Review Officer (SRO)
o Grants Management Specialist (GMS)
o Program Official (PO)

Contacts

Administration: Scientific Review
Administrator(SRO))

Name: Admin, SRO

Phone: 301-555-5555

Email: eRATest@mail.nih.gov

Administration: Grants Management
Specialist{GMS)

Name: Specialist, GM

Phone:

Email: eRATest@mail.nih.gov

Administration: Program Official(PQ)
Name: Official, Program

Phone: 301-555-5555

Email: eRATest@mail.nih.gov

Latest Update: Displays the latest changes affecting the application.

Latest Update

Application Source: Grants gov
FOA: [PA13-302] - RESEARCH PROJECT
GRANT (PARENT RO1)

eRA Service Desk: This section contains the contact information and operating hours for the
Service Desk. The Service Desk is able to address most technical, functional, and account-related
questions.
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eRA Semwice Desk
Hours: Mon-Fri, TAM-8FM EDIT/EST

‘Web: httpigrants.nih.gowsupport

Tollfree: 866-504-9552
Phone: 301-402-7469

Contact initiated outside of
business hours via Web or voice
mail will be returned the next
business day.

[Screen Tools]: Under the title of the screen (Status Information) is a row that contains tools to
manage the screen content.

” Expand All || Collapse Al

« Filter provides a text field that is used to search for specific content on the screen. This tool

does not search the previously listed sections on the left of the page (Contacts, Latest
Update, or eRA Service Desk)

o Expand All and Collapse All will affect each of the sections under the screen title except
the application information section. Expand All will open all of the remaining sections to
show all of the contents of that section. Collapse All will hide the content of those sections

and only show the title of the section. This applies to;
o Status

o Other Relevant Documents
o Additions for Review

o Institute/Center Assignment
o Status History

o Awards

o Reference Letters

NOTE: Individual sections may be expanded or collapsed individually.

« Print initiates a print of all of the content of the screen in a print-friendly format. The content
in collapsible sections will print regardless of whether or not the sections are expanded or
collapsed.

[Application Information]: At the top of the screen, under the screen tools, is a section which
contains the following application information:
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« Application number

o Status
. . 1R01 HL123456-01
o Project Title
o PIName

« NIH Appl. ID

Status: Application awarded.  Project Title: Algorithmic Cancer Farcasting and Dismuption

PlName: CANTOR, GECRG  NIH Appl. ID: 7654321 Application 1D: TROTHL123456-01

o Application ID

Status: Includes basic information describing the current disposition of the application using the
following data points:

e Status
o Last Status @ Status
Update Date Status: Application awarded.
e PI Name Last Status Update Date: 04/14/2006
. . Pl Name: CANTOR, GEORG Institution Name: NIH Appl. ID: 7654321
o Institution COLLABORATORIUM UNIVERSITY
Name School Name: SCHOOL OF
MATHMATICAL MEDICINE
e« NIH Appl. ID School Category:
ORGAMIZED RESEARCH
e School Name UNITS
Division Name: NOMNE
o School Department Name; NOMNE
Category Proposal Receipt Date: Proposal Title: Prediction of Cancer Progression and Associated
s e e 03/28/2002 - . .
o DlVlSlOIl Name [281 Markers to Develop Innovative Disruption and Treatment
Project Period Begin Date; Current Award Notice Date;
o Department 04/01/2002 09/15/2001
Name Project Period End Date:
03/31/2006
* Proposal Application Source: Paper eApplication Status:
Receipt Date FOA:

o Proposal Title
¢ Project Period Begin Date

e Project Period End Date

e Current Award Notice Date
o Application Source

e eApplication Status

« FOA

NOTE: In the Proposal Title field, NFP (no further processing) is added to the application title to
indicate that the application will not be referred for review.

Other Relevant Documents: Includes links to grant-related documents.
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@ Other Relevant Documents
Latest WGA

Abstract (Awarded Grant)

The following links may be available within Other Relevant Documents depending on the
application/grant:

e Abstract

e Administrative Supplement(s)

o Appendix 1 — 10 Submitted File Name

¢ Closeout Final Report Additional Material Request (FRAM)

o Component Appendices

o e-Application

o Final Invention Statement

o Final Research Performance Progress Report (Final RPPR)

o Fellowship Proposal Face Page

e FRAM Submission

o Institute/Center Progress Report Additional Material Request

o Justin Time

o FFR/FSR

o Notices of Grant Award

e Multi Year Progress Report(s)

o Notices of Grant Award (PDF)

e Progress Report Face Page

o Progress Report Additional Material (PRAM)

¢ Relinquishing Statement(s)

¢ Research Performance Progress Report

o Summary Statement

e Unfunded Progress Report

e XTrain Training Appointment(s)

e XxTrain Termination Notice(s)

Additions for Review: Contains supplemental documents/files that were provided to the SRO to
further support the application and/or individual sections.
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@ Additions for Review

Document Event L og

Review: This section contains the following subsections and content:

o Application:

o Award @ Review
Document Application Study Section Advisory Council (AC)
Number Award Document Scientific Review Group:
Humber: RTHL123454 HEM-1
o FSR Accepted FSR Accepted Code: N Council Meeting Date
Code Snap Indicator Code: Y { IMM): 2002701
: Review Qutcome
o Snap Indicator
S p d cato Available: Yes
COde Summary Statement
Available: Mo

o Review Outcome _
Early Stage Investigator

Available Eligible:
o S q Hew Investigator
u I'y Eligible:
Statement Eligible for FEATA
Reporting: Mo

Available

o Early Stage Investigator Eligible
o New Investigator Eligible
o Eligible for FFATA Reporting

o Study Section
o Scientific Review Group

o Council Meeting Date
o Advisory Council
Institute/Center Assignment: Displays the assignment history for the application.
The following information is displayed within Institute or Center Assignment:

o Institute or Center

o Assignment Date
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@ Institute/Center Assignment
Institute or Center Assignment Date
MNATIONAL CANCER INSTITUTE 03/28/2002
MATIONAL HEART, LUNG, AND BLOOD 03/28/2002
INSTITUTE (Primary)
MATIONAL HEART, LUNG, AND BLOOD 0342872002
INSTITUTE (Primary)
MNATIONAL INSTITUTE OF ALLERGY AND 0342872002
INFECTIOUS DISEASES
MNATIONAL INSTITUTE OF DIABETES AND 03/28/2002
DIGESTIVE AND KIDNEY DISEASES

Status History: Provides a history of the life of the application from submitted to awarded.

The following is displayed within Status History:

o Effect Date

o Status Message

@ Status History

Effect Date Status Message
03M1/2016  Award prepared: refer guestions to Grants Management Specialist.

03M10/2016 Pending administrative review. Refer any questions to Program Official or Grants
Management Specialist.

02/04/2016 Council review completed.

10/30/2015 | Scientific Review Group review completed: Council review pending. Refer any
questions to the Program Official or Grants Management Specialist.

07/23i2015 Scientific Review Group review pending.

07M5/2015  Application entered into system

Awards: Details on awarded dollar amounts.
The following award dollar information is available:

¢ Direct Amount
o Facilities and Administrative

e Fee Amount
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o Total Amount

@ Awards

Direct

Amount Facilities And Administrative Fee Amount Total Amount
$225,000 $102,082 50 $327.082

Reference Letter(s): A list of submitted references letters.
If there are associated reference letters, the following information is available.

e Referee Name

e Organization Affiliation
o Department

e Email

¢ Submitted

@ Reference Letter(s)

This list shows Reference Letters associated with this particular Grant Application. Principal
Investigator can see a list of all Reference Letters within Personal Profile - Reference Letters section
on eRA Commons

PIs can also view reference letter information in the Reference Letter section of their
Personal Profile. Refer to the Reference Letters topic of the Commons online help system for more
information.

12.8.1 Additions for Review

As the applicant, after submitting an application, you might send your Scientific Review Officer
(SRO) additional material that either clarifies or supplements information found on the original
submission. When the SRO uploads this material, it is available to you via the Status Information
screen.

Selecting the Additions for Review link from the Other Relevant Documents section of Status
Information opens the Additions for Review screen. This screen provides links to the additional
material along with other associated information.
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Additions for Review Back bo Grant Foldar
Grant Number 1 RO1 ABS4321-01 )
Pl Name{s) HAuden, W.H.

Project Title The Age of Ansisty Disssdens
Appl, Status Pending RG Review
Institution SAMPLE UMNERSITY

Appl ID 1238587

| RO1AIG54321.01 1

Group Document Date
Supplemental liaterisl Post-submission materisl 10252012 11:35 Al

The top of the screen displays general grant information including:

¢ Grant Number
o PI Name(s)

For multiple Pls, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

o Project Title

o Appl. Status
o Institution

e« ApplID

Below this section, you can find information specific to the uploaded material(s):

e Group

Displays the category to which the item belongs. Categories include Updated Pages;
Supplmental Material; Collaboration Letters; Modified Budget Pages; Accepted Publication;
Biographical Sketches; and Other.

Document

Displays the document file name as a link, which opens the uploaded document. This
document can be viewed, updated, and saved.

Date

The date the document was uploaded.
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12.8.2 Adminstrative Supplements

Selecting the Administrative Supplement(s) link from the Other Relevant Documents section
of Status Information opens the Administrative Supplements screen. This screen provides read-only
access to administrative supplements created for the particular grant.

Administrative Supplements are requests for (or the award of) additional funds during a current
project period to provide for an increase in costs due to unforeseen circumstances.

Administrative Supplements

Grant Humber 5 R0 EB123456-09
Pl Hame(s) Austen, Jane; Bennet, Elizabeth (Contact); Darcy, Fitzwilliam
Project Tithe Prige & Prejudice and the Human Payche
Appl Status Applicaion awarded
Insiitution UNIVERSITY OF PEMBERLEY
ApplID 8537158
Show Current Support Year Admin Supplements @ Show All Support Years Admin Supplements
Identifying information Accession Number Supplement Status Submitted Date Comments for Grantee

3 R01EB123456-09 1234567 Submitted to Agency 2014-05-05 02:56:28 PM These are my sample comments!

Clase

The top of the screen displays general grant information including:

¢ Grant Number
« PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

e Project Title
o Appl. Status
« Institution
e ApplID

Below this section, you can find information specific to the administrative supplements, displayed
in a table format. You can opt to view the current support year or all support years by selecting the
appropriate radio button:

e Show Current Support Year Admin Supplements
e Show All Support Years Admin Supplments

The table includes the following columns of information:
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 Identifying information

Displays the grant number as a link, which opens the Administrative Supplement Request
PDF.

o Accession Number
o Supplement Status
o Submitted Date

o Comments for Grantee

Select the Close link to exit the screen.

12.8.3 Institute/Center PRAM Requests

Selecting the link for Progress Report Additional Material PRAM) from the Other Relevant
Documents section of Status Information opens the Institute/Center PRAM Requests screen. This
screen provides read-only access to all current IC PRAM requests along with associated data.

Institute/Center PRAM Requests 7]

Grant Humbser 5RO1EB123456-00

Pl Name(s) Austen, Jane; Bennet, Elizabeth (Contact). Darcy, Fitzwilliam

Project Title Price & Prejudice and the Human Psyche

Appl. Status Application awarded.

Institution UNIVERSITY OF PEMBERLEY

Appl ID 8537158

Identitying Information Requested Date Humber of Remindern(s) Sent Last Reminder Sent Date
Sample PRAM Reguest #1 2014-08-05 10:02 AM ] 2014-08-05 10:02 AM

Progress Report Additional Material

Public Accass PRAM aMotifications are systam-generated upan submission of a RPPR with non-compliant publication(s ), and are not reflected in the chan above.

The top of the screen displays general grant information including:

¢ Grant Number
« PI Name(s)

For multiple Pls, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

e Project Title
o Appl. Status
« Institution

e« ApplID

Below this section, you can find information specific to the submitted PRAM.
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« Identifying Information

Displays the identifying name for the information provided by the IC PRAM request sender,
displayed as a link. Select the link to open a read-only copy of the I/lC PRAM Request
details sent to the grantee.

« Requested Date
e Number of Reminders Sent

« Last Reminder Sent Date

At the bottom of the screen is a link next to the title Progress Report Additional Material. Select
this link to open a consolidated report of all submitted materials responding to the PRAM request.
The link itself shows the last updated date of the PRAM and the number of times revised.

The Progress Report Additional Materials file opens as a PDF document. The file is formatted to
provide an information header section for each PRAM submission followed by the attached
documents provided during that submission. If multiple submissions of IC Requested PRAM were
completed, the additional materials are separated in the document with the most recent submission
displayed first followed by earlier submissions in reverse chronological order. Information in the
document can be navigated using the provided bookmarks on the left.

12.8.4 Relinquishing Statements

Selecting the link for Relinquishing Statement(s) from the Other Relevant Documents section
of Status Information opens the Relinquishing Statements screen. This screen provides access to
read-only versions of all relinquishing statements associated with the grant.

A relinquishing statement is required as part of the Change of Institution process allowing an
extramural grantee institution to transfer an active grant to another institution. The process is
initiated by the Signing Official of the institution that holds the award, who submits a
Relinquishing Statement in eRA Commons and identifies the institution that will take over the
award.

Relinquishing Statements @
Grant Number 1RE6 DK1Z3456-01
Pl Hame(s) Shakespeare, Wiliam
Project Tithe All's Well That Ends Well with Advancemants in Medicing
Appl. Status Application awarded
Institution SRATFORD-UPON-AVON UNNVERSITY
Appl 1D 1234567
Document Name Statys & Sybmitted Date Comments for Grantee
Eelinguishing Siatement Submitted 10 Agency 2014-06-04 09:29:18

Close
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The top of the screen displays general grant information including:

¢ Grant Number
o PI Name(s)

For multiple Pls, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

o Project Title
o Appl. Status
« Institution
e« ApplID

Below this section, you can find information specific to the relinquishing statement(s) for the grant.
e Document Name

The relinquishing statement name is displayed as a link, which opens a read-only version of
the form.

o Status

The status of the submitted form.

o Submitted Date

The date on which the organization's SO submitted the form.

o Comments for the Grantee

Where applicable, displays comments entered by Agency staff directed to the grantee.

12.8.5 Closeout FRAM Requests

Selecting the link forCloseout Final Report Additional Materials Request (FRAM) from the
Other Relevant Documents section of Status Information opens the Closeout FRAM Requests
screen. This screen provides read-only access to all current Closeout FRAM requests along with
associated data.
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Closeout FRAM Requests

Grant Number 1R15 MH123456-01

Pl Nama(s) Auden, W.H.

Project Title The Age of Anaiety Disorders
Appl. Status Awarded. Non-fellowships only
Ingtitution UNNVERSITY OF LITERATURE
Appl ID 123456

Requested Date

2014-09-22 11:43 &AM
2014-09-22 11:42 AM
2014-09-22 11:41 AM

Number of Reminden(s) Sent
0
0
]

Last Reminder Sent Date
2014-09-22 1143 AM
2014-09-22 11:42 AM
2014-09-22 11:41 AM

Back to Grant Folder

The top of the screen displays general grant information including:

¢ Grant Number
PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font

with the word (Contact) following the name.

e Project Title
« Institution
Appl ID

Below this section, you can find information specific to the submitted FRAM.

o Identifying Information

Displays the identifying name for the information provided by the FRAM request sender,

displayed as a link. Select the link to open a read-only copy of the FRAM Request details

sent to the grantee.

o Requested Date
o Number of Reminders Sent

« Last Reminder Sent Date

12.9 Viewing Summary Statements from Status Information

Summary Statements are PDF documents combining reviewers' written comments and the
Scientific Review Officer's (SRO) summary of the discussion surrounding your application during

the review meeting.

Policy: Scoring System and Procedure
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As a PI, you can view your application's Summary Statement using the Status Information screen
once it has been released by the SRO following the review meeting.

To view your Summary Statement:

1. Log into Commons.
Select the Status tab from the Commons menu.
3. Select the List of Applications/Grants link or menu tab.

Home Admin _Institution Profile  Personal Profile LR RPPR Internet Assisted Review xTrain Admin Supp eRA Pariners

RecentPending e Submissions St ippications/Grants Search by Grants.gov Tracking Num

Status

RecentiPending eSubmis$ions
+ Applications that require action (e.g., lo view emorsiwamings) prior to submission completion
= Applications that are available to view (during two business day comeclion window) prior o submission completion
= Applications that have been refused by Signing Official

List of ApplicationsiGranis

& Successhully submitted applications. both paper and #lectronic
+ Revew assignment status, review results, summary statements, and Notices of Award
» Other Commons features (e.g., JustIn Time, eSHNAP, Closeout, Finandial Status Repor) for previously submitted applications/grants

Search by Granis.gov Tracking Num
« [Enler the Granls gov Tracking Mumber into the Tollowing box for easy access to a specific grant application

Grants.gov Tracking Number:

(Gear]

The results display in table format. The application ID within this table is provided as a link,
which when selected opens the Status Information screen.

Status Result - List of Applications/Grants ©
Hotes & Tips:

= Important The NIH provides he JIT (Justin Time) link in the Commaons for applications receiving a percentile of less than 30 or for applicalions recaking a pricdity score of bebween 10 and 60 if no percantile is
provided Please awall insructions fom mie NIH on whigther 1o completé this infarmation

Thié follawing list of applicationsigrants represents & reSul of th SEarch by Grants gov Tracking B oF & cormplibi 51 of all your applicalions/grants. I you 80 nat S88 3 COMPIEs 1is1 of your appecalion S/orants, please dick
List of ApplicationsGrants meny tab again.

- - - - r
Application ID 5 Granls_qr:-: [ERERRY Proposal Title PIVPI Name 5 Es":g:::k"" Current Application Status l;:'e"s -

El1-830f63 100

2ROINS010101-0542 Measure for Measure & Other Scienbific SHAKESPEARE, Pending Adminisiratively Withdrawn by 11012007
Methodobogies WWILLLAM Vedification IC

1RIEED 123 GRANTA2300001F  |AlFs Wedl That Ends Well with Advancements in SHAKESFEARE, Submission Awarded Non-fellowships only 0301/2012  Transmiftal Shesl
Medicine WILLLAM Complete

1X0200000001-01 GRANT10000005F  |Much Ado Aboud Chilghood Obesity in the Uniled  SHAKESPEARE, Submission Awarded Non-fellowships only 11102011 Transmiftal Shesl
Sates WILLLAW Complete
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4. Select the application ID link for the specific application.

The Status Information screen displays. The top of Status Information includes a section
called Other Relevant Documents. This section houses links to various application-related
documents, including the Summary Statement.

5. Select the link titled Summary Statement. It will open in a separate window.

Status Information
General Grant Information
Status: Application awarded
Institution Hame: THE UNIVERSITY OF STRATFORD UPOMN AVON
School Nama: GEMERAL CAUPLIZ
School Category: SCHOOLS OF ARTS AND SCIENCES
Division Hame: HOME Notice(s) of Grant DO8R012
Department Name: DrASION OF SCIENCE Award (PDF) :
Pl Hamse: SHAKESPEARE, WILLIAM Abstrad (Awarded Grani)
Applcation i ARMIEBD12345-01
Proposal Tithe: ANs Wl thad Ends Well with Advancements in Medicng Justin Time 42012 T 1
Proposal Receipt Date; 0012012 #Submission Cover Lefler
Last Status Update Date: bararze12 Additions for Fievigw (0 documants|
Current Award Nolice Date: 03MBrZ012
fovsceton Soarce Grants gor
ProectPeriod BeginDote: 091182012
Project Period End Date: 0TZ014
sApplication Status: Submission Complate Duia Deaviiption Aedion
Fuy: IPADD-000] - MiH EXPLORATORY/DEVELOPMENTAL RESEARCH GRANT PROGRAM
HIH Appd. I0: 1234567

12.10 Viewing the Notice of Award (NOA)

Policy: Notice of Award Policy

Notices of Grant Awards (NOA) are sent to the email address specified in the Institutional Profile.
The SO can update the NOA address through the institutional profile update function.

NOA: s are also available for viewing within the Status Information screen.
To view the NOA:

1. Log into Commons.
2. Select the Status tab from the Commons menu.
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3. Select the List of Applications/Grants link or menu tab.

RPPR I‘I'hl'rll\tlha‘lﬂ‘t\r xTrain _Admin 5

Search by Grants.gov Tracking Num

Status

RecentiPending eSubmissions
« Applications that require action (2.g., o viaw emorsiwamings) prior to submission complation
= Applications that are available to view (during two business day comection window) prior fo submission completion
= Applications that have been refused by Signing Official

List of Applications/Granis

= Successiully submitted applications. both paper and electronic
+ Review assignment stalus, review results, summary statements, and Notices of Award
# Other Commons features (e.g., JustIn Time, eSHNAP, Closeout, Finandial Status Repord) for previously submitted applications/grants

Search by Granis.gov Tracking Num
« [Enler the Granls gov Tracking Mumber into the Tollowing box for easy access to a spacific grant application

Grants.gov Tracking Number:

(Gear)

The results display in table format. The application ID within this table is provided as a link,
which when selected opens the Status Information screen.

Status Result - List of Applications/Grants @
Hotes & Tips:

= Important: The MIH prosides e JIT (Justin Time) link in the Commans for applications recehing a percentile of less than 30 or for applications recahdng a priodty score of between 10 and 60 if no percentile is
provided Pleasé awail insHucions Mom the NIH on whither 16 complete this infermation

The following list of applications/grants represents a resull of the search by Grants. gov Tracking # or a complete list of all your applications/grants, If you do not see a cornplete 1ist of your applicalionsigrants. please dick
List of ApplicationsiGrants menu tab again.

E1-g30f63 10

o s [

ZRO1NS010101-0542 Meazure for Measure & Other Scienbific SHAKESPEARE, Pending Administratvely Withdrawn by 11012007
Methodobogies WILLLAM Wedification IC
GRANTI2300001F | All's Well That Ends Well with Advancements in SHAKESFEARE, Submission Awarded. Non-fellowships only 03012012  Transmitial Shesi
Medicing WILLLAW Complele
1X0200000001-01 GRANT10000005F | Much Ado Aboul Childhood Obesityin the United  SHAKESPEARE, Submission Awarded Non-fellowships only 11102011 Transmiftal Shesl
Slates WILLLAM Complete

4. Select the application ID link for the specific application.

The Status Information screen displays. The top of Status Information includes a section
called Other Relevant Documents. This section houses links to various application-related
documents, including the NOA. The NOA link is displayed as a date next to the field titled
Notice(s) of Grant Award (PDF).

5. Select the NOA link. It will open in a separate window.

Status Module 155 September 27,2017



eRA Commons User Guide

Status Information

General Grant information Other Relevant Documents
Status: Application awarded
Institution Hame: THE UMIVERSITY OF STRATFORD UPOMN AVON —
P, Summare Siatement
Schoal Nami: GEMNERAL CAMPUIZ
School Category: SCHOOLS OF ARTS AND SCIENCES
Division Hame: HOME
Department Mame: DMISION OF SCIENCE
Pl Name: SHAKESPEARE. WILLIAM —— -
AppBcation I 1RMEBD12345-01 o
Propesal Titk: A5 Well that Ends Well with Advancernents in Medcing Justin Time 2412012 Tirm vispd(1
Proposal Receipt Date; 0301212 £5ubmission Covar Letter
Last Status Updaie Dafe: oaMBrz012 A ns fof Review mgn
Current Award Nolice Date: oaMBrz012
Applcation Source: Grants, giov
Project Period Begin Date: oanerzo12
Project Period End Date: 07312014
edpplication Status: Submission Complate
FOuk: [FADD-000] - MiH EXPLORATORY/DEVELCPMENTAL RESEARCH GRANT PROGRAN
HIH Appd. I0: 1234567

12.11 Closeout Status

Policy: Closeout policy information

Closeout is a feature that allows a grantee to electronically file the information necessary to
complete grant closeout requirements. It interfaces with the Closeout system used by Agency staff
to track and monitor this business process. NIH will close out grants as soon as possible after
expiration of a grant that is not to be extended or after termination of a grant. Closeout includes
timely submission of all required reports and adjustments for amounts due the grantee or NIH.
Closeout of a grant does not automatically cancel any requirements for property accountability,
record retention, or financial accountability. Following Closeout, the grantee remains obligated to
return funds due, because of later refunds, corrections, or other transactions, and the Federal
Government may recover amounts based on the results of an audit covering any part of the period
of grant support.

If you hold an SO, PI, or FSR role, you can access the Closeout Status screen to perform the
following:

o Track your grants that are in Closed status

 Submit reports required for closeout

o Submit any requested additional material (FRAM) related to your Final Research
Performance Progress Report (Final RPPR)

o Access the FFR module of Commons to initiate and submit Federal Financial Reports (you
must hold an FSR role)

The Closeout Status screen is accessed via links on the Status result screens (Status Result -
Closeout or Status Result - General Search for SOs; Status Result - List of Applications/Grants for
PIs).

The links you may see on your results screen include:

Status Module 156 September 27,2017


http://grants.nih.gov/grants/policy/nihgps_2013/nihgps_ch8.htm#_Toc271264983

eRA Commons User Guide

o Requires Closeout: Grant has not completed the closeout process
o Closed: Grant has completed the closeout process

 In Unilateral Closeout: Grant is currently in the process of being unilaterally closed (see
note below)

« Unilaterally Closed Grant has been unilaterally closed by the IC (see note below)

NOTE: The U.S. Department of Health and Human Services (HHS) has issued a directive to
Agencies on new policies for closeout of grant awards. NIH has revised its policies and
procedures to align with the OER Policy Announcement 2014 regarding the guidance on
implementation of HHS GPAM Chapter 1101 (Closeout), including Unilateral Closeout.

The policy chapter directs Institutes/Centers (ICs) to initiate a unilateral closeout — a closeout
without the cooperation of the grantee — 180 days after the project end date if it has not received
acceptable final reports required by the terms and conditions of an award. A fter making
reasonable efforts to obtain the final reports ICs must close all awards no later than 270 days after
the project end date. This substantially decreases the timeframe in which NIH must officially
close a grant after the project end date.

At the top of the Closeout Status screen, the following Application Information displays:

e Grant Number

o« PI Name

¢ Closeout Contact Name
e Closeout Contact Email
¢ Closeout Contact Phone
¢ Project Period

o Proposal Title

Below this information is the Closeout Submission Requirement including Instruction, Status
of the requirement, Result of Actions, and Date of action. Also included are the available Action
link(s), which vary and may include:

o FFR (Create New and View links)

o Final RPPR (Process Final RPPR; View; FRAM; and View FRAM links)

« Final Invention Statement (Process Final Invention Statement and View links)

Refer to the related topics for more information about FFR, Final Research Performance Progress
Report, and Final Invention Statements.

IMPORTANT: At the top of the screen, text will indicate if the grant is in unilateral closeout or
has been unilaterally closed, as applicable, and the date on which this occurred. While In
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Unilateral Closeout, links will be available in the Action column unless they have been closed
by Grants Management Staff, in which case you will not see the links. When Unilaterally
Closed, links will not be available. The message on the screen indicates whether links have been
disabled.

IMPORTANT: eRA has recently updated the Closeout screens for Pls (and delegates) based on
our new standards. SOs will see similar changes in a future release. Refer to the appropriate steps
and images provided for your eRA Commons role.

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR Internet Assisted Review xTrain xTRACT
Admin Supp eRA Partners

« Return to Search Results

Closeout Status @

Application Information

Grant Number: PD/PI Name: Closeout Contact Name:
SROTDK123456-13 FATHERS, SAM MCCASLIN, ISAAC
Project Period: Closeout Status: Closeout Contact Email:
09/30M1999 to 07/31/2016 Requires Closeout eRATest@mail.nin.gov
Proposal Title: Date Of Status Change: Closeout Contact Phone:
Role of Nitric Oxide in Interstitial Cystitis 301-555-5555
Closeout
Submission
Requirement Instruction Status Result of Actions Date Action
FFR For FFR submission, you Mot
must have the Commons FSR  Started
role.
Final RPPR  Only the SO orthe Plofthe  Not
Grant may process the Final Received
RPPR.
Final For Submission, Final Not l Process Final Invention Statement l
Invention Invention Statement requires  Received
Statement verification by the Signing
Official of the Institution.
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Home Admin Institution Profile  Personal Profile ASSIST  Prior Approval RPPR  xTrain xTRACT Admin

Closeout Status e

Form Approved OMB No. 0925-0002

Application Information
Grant Humber: SRO1DK123456-13 PD/PI Name: FATHERS, SAM
Closeout Contact Name: MCCASLIN, ISAAC Closeout Contact Email: eRATest@mail.nih.gov
Closeout Contact Phone: (301) 555-5555 Project Period: 09/30/1999 to 07/31/2016
Proposal Title: Role of Mitric Oxide in Interstitial Cystitis
Closeout Status: Requires Closeout Date of Status Change:
Submission Instruction Status Result of Actions Action

Requirement
FFR For FFR submission, you must have the (Mot

Commons FSR role. Started
Final RFPR  |Only the S0 or the Pl of the Grant may Mot Process Final RPPR

process the Final RPPR Received
Final Invention|For Submission, Final Invention Mot Process Final Invention Statement
‘Statement Statement requires verification by the Received

Signing Official of the Institution

Back

12.11.1 Federal Financial Report (FFR) Module

A Federal Financial Report (FFR) is a statement of expenditures associated with a grant.
Recipients of federal funds are required to complete an FFR to report the status of funds to the
sponsor of the grant.

If you have the FSR role, you can use the FFR module to search for grants and associated FFRs
for your institution. In the FFR module, you can perform the following tasks:

o Create a new FFR
o View an FFR

o Submit an FFR

o Revise an FFR

With the FSR role, you can also access the FFR module from the Closeout Status screen.

The Commons Online Help System contains detailed information on the FFR module. You can
access the FFR topics at the following

site: http://era.nih.gov/erahelp/commons/#Commons/FFR/ffr _intro.htm. If you prefer a PDF format
user guide, refer to the Federal Financial Report (FFR) Expenditure Data User Guide at
http://era.nih.gov/files/ffr user guide.pdf.
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12.11.2 Submitting Your Final Invention Statement (FIS)

Y ou must submit a Final Invention Statement within 90 days following the termination of a grant
award. The statement should include all inventions that were conceived or first reduced to practice
during the course of work under the grant or award, from the original effective date of support
through the date of completion or termination.

Policy: Refer to the Procedure for Submission of Final Invention Statement and Certification for
more policy related information.

All actions are performed from the Submit Final Invention Statement screen, which is accessed via
the Closeout Status screen. From here, SOs and PIs to do one of the following:

« Certify that no inventions were conceived or first reduced to practice during the course of

work

o Add and submit information on inventions conceived/used during the course of work

NOTE: Although a PI can create the FIS, only a SO can submit it to Agency.

12.11.2.1 Reporting Inventions on Your FIS

IMPORTANT: eRA has recently updated the Closeout screens for Pls (and delegates) based on
our new standards. SOs will see similar changes in a future release. Refer to the appropriate steps
and images provided for your eRA Commons role.

If you hold an SO or PI role, you can add inventions to the Final Invention Statement.
To add inventions to the FIS:
1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final Invention Statement is listed in the Closeout
Submission Requirement column. The Action column should include a link for
Process Final Invention Statement.
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2. From Closeout Status, select the Process Final Invention Statement link.

Closeout Status @
Form Approved OMB Mo. 0925-0002
Application information
Grant Humber: SROMNS000001-13 PDPI Name: FRNN, HUCK
Closeout Contact Name: JANE DOE Closaout Contact Email: JaneDoe@email com
Classout Contact Phone: 301-555-1111 Project Pariod: 03012010 ba 1203172012
Proposal Tith: Scientific Research Study that Will Change the Warld
Closenut Submission Resultof
| e | weaw ] s o] e
FFRIFSR For FFR /FSR submisgion, you must have the Commaons FSR role Mot Started Creale New
Final Progress Report Oniy the 50 or the Pl of the Grant may process the Final Progress Report MNat Received Propas e
Final invention Statement For Submission, Final Irvention Statement requires verification by the Signing Official ofthe Mot Recehed Process Final imvention Statement
Instution

« Return to Search Results

Closeout Status @

Application Information

Grant Number: PD/PI Name: Closeout Contact Name:
SROINS000001-13 FINMN, HUCK DOE, JANE
Project Period: Closeout Status: Closeout Contact Email:
Q770172005 to 0373172011 Requires Closeout JaneDoe@email.com
Proposal Title: Date Of Status Change: Closeout Contact Phone:
Scientific Research Study that will Change the World 033172011 301-555-1111
Closeout
Submission
Reguirement Instruction Status Result of Actions Date Action
FFR For FFR submission, you must have the Accepted Accepted by (FSR) 09122011

Commons FSR role
You must have FSR role to view the document

Final Progress  Only the SO or the Pl of the Grant may process Mot Received Process Final Prograss Report

Report the Final Progress Report
Final Invention  For Submission, Final Invention Statement Not Received QPIDCESS Final Invention Statement D
Statement requires verification by the Signing Official of the

Institution

The Submit Final Invention Statement screen displays. From this screen you can:

« Cancel out of the processing of the FIS
« Indicate that no inventions were created during the course of the project

« Report inventions created during the course of the project

Refer to the section of this document titled Claiming No Inventions on Your FIS on Page
165 for information on submitting an FIS with no inventions.

Follow the steps below to submit a report and claim an invention.
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Submit Final Invention Statement @

Form Approved OMB No. 0925-0002

Grant Humber; SROINS000001-13 POP Name: FINN. HUCK

Closeoul Contact Name: JANE DOE Closeoul Contact Email: JaneDoe@email. com
Closeoul Contact Phame: 301-555-1111 Projict Period: 030172010 19 123172012
Proposal Tithe: Scientific Res earch Sudy that Will Change the World

() ) (Conce]

wdentified by the “View Imention Statement™ link and, if acceptable, Submit the Final Imenticn Statement to HHS for that grant

To process a Final Imvention Statement (HHS Form 588). the indnidual perfarming the intial submission-whether that parson is the Program DirectorPrincipal Investigator (FD/PI) on the grant or a Signing
Official {(S0}=at the institution must determine whether inventions are to be reporied. Ifimwntions are reported, the specific imventions must be listed. Following this process. the 50 should review the report

Submit Final Invention Statement @

Application Information

Grant Number; PD/PI Name:
SROINS000001-13 FINN, HUCK
Project Period: Closeout Status:
07/01/2005 to 03/31/2011 Requires Closeout

Date Of Status Change:

Scientific Research Study that will Change the World 03/31/2011

Proposal Title:

& Return to Search Result:

Closeout Contact Name:
DOE, JANE

Closeout Contact Email:
JaneDoe@email com
Closeout Contact Phone:
301-565-1111

Manage Inventions

-1

3. Select the Yes button.

The Add Invention screen opens. From this screen, SOs and PIs may perform the following

actions:

4. To add a new invention:
a. Fill in the required fields.
¢ Title of Invention

¢ Name of Inventor
o Date Reported to DHHS

b. Select the Add Invention button.

The added invention displays in the Saved Invention section of the screen.

5. Repeat the steps above to add all of your project's inventions.
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6. Optional: If you need to remove an invention, you can do so by selecting the Remove link
in the Action column under the Saved Invention section.

Add Invention @
Farm Approved OME Mo, 0925-0002
‘Grant Numbser: SROTNSD00001-13 PO/PY Hame: FIMNMN, HUCK
Closeout Contact Hame: JANE DOE Closeout Contact Email: JaneDoe@email com
Closeoul Contact Phone: 301-555-1111 Project Period: 03012010 to 123172012
Progosal Title: Sdentific Research Siudy that Will Change the Wodd
Add New * indicates required fislds
Title of Imvention ™
* Date Reported o DHHS ™ (MMEEAYT
e e (st be Today's date o Betore) B
Savied Invention
Hame of Imventor Title of Imvention Date Reporied 1o DHHS Action
@-u_chlnn My Invention 06MTR013 Remove ¥
[ cancel |

« Return to Search Results

Add Invention @

Application Information

Grant Number: PDIPI Name: Closeout Contact Name:
SROINS000001-13 FINMN, HUCK DOE, JANE

Project Period: Closeout Status: Closeout Contact Email:
07/0172005 to 03/31/2011 Requires Closeout JaneDoe@email com
Proposal Title: Date Of Status Change: Closeout Contact Phone:
Scientific Research Study that will Change the World 033172011 301-555-1111

Add Mew Inventions

" indicates required fieglds
Title of Invention * Name of Inventor * Date Reported to
DHHS ™
(Must be Today's date or
Before)
(]
=
Saved Invention
Date Reported
Name of Inventor Title of Invention to DHHS Action
Huck Finn My Invention 01/01/2016 Bemove
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7. Select the Save button.
In a separate window, a certification statement displays.

1 hereby certify that, to the best of my knowledge and belief, all inventions are listed which
were conceived or first actually reduced to practice during the course of work under the
referenced DHHS grant or award for the specified period. Further, this report does not in
any way relieve our obligation to promptly and fully report all inventions directly to the
National Institutes of Health, as required by the terms of the grant or award.

If you are a PI saving an invention, you will also see the following statement added to the
certification message:

Note that a user with the SO privilege must verify the Final Invention Statement prior to

submission.

8. Select the OK button to continue.

You can select Cancel if you have made a mistake and need to return to the Submit Final
Invention Statement screen.

When you save the report, the status of the FIS updates depending on whether you are an SO or a
PL

« Status = Saved (if SO) or Awaiting SO Verification (if PI)
o Result of Actions = Submitted by <your name>

« Date = Current date/date you saved the information

o Action = Process Final Invention Statement link

The SO must verify and submit the FIS. Refer to the section of this document titled Submitting
Your FIS on Page 168 for more information.

Closeout Status @
Farm Appraved OME No. 0925-0002

Grant Humber: EROIMNS000001-12 POWPI Ham: FENIN, HUCK

Closeout Contact Hami: JANE DOE Closeout Contact Email JansDoe@email com

Closeout Contact Phone: 301-555-1111 Project Period: Q02010 b0 123172012

Proposal Titke: Scientific Research Study thal Will Change the Word
e N T N
FFRIFSR For FFR / FSR submission, you must have the Commaens FSR role Mot Sarted

For Submission, Final Mwvention Stalement requires verfication by ihe Saved ‘Submitted by BECKY THATCHER 06/17/2013 Process Final Imvention Statement
Signing Official of tha Instihution 150)

Final Irventicn Statement

Back
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12.11.2.2 Claiming No Inventions on Your FIS

IMPORTANT: eRA has recently updated the Closeout screens for Pls (and delegates) based on
our new standards. SOs will see similar changes in a future release. Refer to the appropriate steps
and images provided for your eRA Commons role.

If you hold an SO or PI role, you can create a Final Invention Report indicating no inventions.
To create a Final Invention Statement certifying that no inventions exist:
1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final Invention Statement is listed in the Closeout
Submission Requirement column. The Action column should include a link for
Process Final Invention Statement.

2. Select the Process Final Invention Statement link.

Closeout Status @

Form Approved OME Mo. 0925-0002

Application information
Grant Humber: SROMNS000001-13 PDPI Name:
Clesacut Contact Name: JANE DOE
Closaout Contact Phones 301-555-1111
Proposal Tithe:

FINN, HUCK

Closacut Contact Email: JaneCoe@email. com
Project Period: 0012010 b 1273172012
Scientific Research Study that Will Change the Warld

Clygeout Submission
Requirement
FFRIFSR For FFR I F3R submission, you must hawe the Commons FSR role

Final Progress Report
Final Irvention Statement

Back |

Oniy the S0 or the Pl of the Grant may process the Final Progress Report

Instubion

For Submission, Final Invention Statement requires verification by the Signing Official ofthe Mot Recehved

Result of
T T

Mot Started Creats Mew

Mot Received Propos grass Beoo
Process Final invention Statemend
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Closeout Status @

PD/PFl Name:
FINM, HUCK

Grant Number:
SRONS000001-13

ijecl Period:
O7/01/2005 to 0373172011

DOE, JANE
Closeout Status:

Requires Closeout

Closeout Contact Name:

Closeout Contact Email:

JaneDoe@email com

« Return to Search Results

Application Information

Commons FSR role
‘You must have FSR role to view the document

Mot Received

Final PI'Og[ESS Only the S0 or the Pl of the Grant may process

Report the Final Progress Report
Final Invention  For Submission, Final Invention Statement Mot Received
Statement requires verification by the Signing Official of the

Institution

Proposal Title: Date Of Status Change: Closeout Contact Phone:
Scientific Research Study that will Change the Warld 0373172011 301-555-1111
Closeout
Submission
Requirement Instruction Status Result of Actions Date Action
FFR For FFR submission, you must have the Accepted Accepted by (FSR) 09122011

Process Final Progress Report

q Frocess Final Invention Statement D

The Submit Final Invention Statement screen displays.

3. Select the No button.

Submit Final Invention Statement @

Form Approved OMB No. 0925-0002

Grant Humbser: SROINSD00001-13 PDPI Name: FINMN, HUCK
Closeout Contact Name: JANE DOE Closeoutl Contact Email: JaneDoe@email com
Closeout Contact Phome: 301-555-1111 Project Period: 0012010 19 1203172012

Proposal Title: Scientfic Research Stugy that Wil Change the World
@

identified by the “View Imention Statement” link and, if acceptable, Submit the Final Invention Statement ta HHS for that gram

To precess a Final Invention Statement (HHS Foom S68). the indeidual perfarming the initial submission—whether that parson is the Pregram DirectenPrincipal Investigator (PODUPT) on the grant o a Signing
Official (SO}-at the institution must determing whether inventicns are to be reported. Ifimwntions are reported, the specific imventions must be listed. Following this pracess. the SO should review the repont
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« Return to Search Results

Submit Final Invention Statement @

Application Information

Grant Number: PDIPI Name: Closeout Contact Name:
SROINS000001-13 FINN, HUCK DOE, JANE

Project Period: Closeout Status: Closeout Contact Email:
0770172005 to 03731/2011 Requires Closeout JaneDoe@email com
Proposal Title: Date Of Status Change: Closeout Contact Phone:

Scientific Research Study that will Change the World 03/31/2011 301-555-1111

Manage Inventions

In a separate window, a certification statement displays.

I hereby certify that, to the best of my knowledge and belief, no inventions were conceived or
first actually reduced to practice during the course of work under the referenced DHHS
grant or award for the specified period.

4. Select the OK button to confirm.

Y ou can select Cancel if you have made a mistake and need to return to the Submit Final
Invention Statement screen.

When you save your FIS, the Closeout Status screen will update to show the following:

o Status = Saved
o Result of Actions = Submitted by <your name>

o Action = Process Final Invention Statement link

The SO must verify and submit the FIS. Refer to the section of this document titled Submitting
Your FIS on Page 168 for more information.
12.11.2.3 Updating Your Saved FIS

If you hold an SO role, you can change a saved Final Invention Statement to add invention(s) or to
change the certification.

To change your FIS:

1. Select the Process Final Invention Statement link from Closeout Status.
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Closeout Status @
Form Approved OMB Mo. 0925-0002
Application Information
Grant Humber; EROINED00001-13 POPI Name: FINH, HUCK
Closeout Contact Name: JANE DOE Closecut Contact Email: JaneDoe@email.com
Closeout Contact Phone: 301-555-1111 Project Period: 0012010 to 123172012
Proposal Titke: Scientific Research Study thal Will Changs the Word
Closesut SUbMisson Result of
I N I - O T
FFRIFER Fot FFR I FSR submission, you must have the Commons FSR role Mot Staned
Final Pragress Repart Oinily the SO or the PI of the Grant may process the Final Progress Report Mot Received Procas arass Ren
Final Irvention Statlement For Submission, Final Imvention Statement requires verification by the Signing Official ofthe Mot Received Pri Final Irvertion Stalem.
Institution
Back |

The Submit Final Invention Statement screen displays. The options available on this screen
include:

View Invention Statement (<inventions reported> -or- <no inventions reported>) link

Submit (only if you have an SO role)
Change

Cancel

Submit Final Invention Statement @
Form Approved OMB No_ 0825-0002

Grant Numbar: SROTNSHG0001-13 PDPI Name: FINM. HUCK

Chaseout Contact Hame: JANE DOE Closeout Contact Email: JaneDos@email com
Closeout Contact Phone: 301-555-1111 Project Period: 03012010 19 123172042
Proposal Tile: Sdenltific Research Study that Will Change the Workd

View Invention ;m!gmgnumuammﬂs reported)

Suyma | | Change | Cancel |

5. To change your FIS, select the Change button.

When Change is selected, you have the option to re-select Yes or No to indicate whether
inventions are being reported. Select the No button if you wish to certify that no inventions are
being reported. Otherwise, follow the next steps to update your saved inventions on the FIS.

6. To update the inventions on your FIS, select the Yes button.

The Add Invention screen displays. From here, you can add another invention or remove saved
inventions. Refer to the section of this document titled Reporting Inventions on Your FIS on Page
160.

12.11.2.4 Submitting Your FIS

If you hold an SO role, you may submit a Final Invention Statement.

To submit the FIS:

Status Module 168 September 27,2017



eRA Commons User Guide

1. Select the Process Final Invention Statement link from the Closeout Status screen.

Closeout Status @
Form Approved OMB No. 0925-0002
Application Information
Grant Humber; EROINED00001-13 POPI Name: FINH, HUCK
Closeout Contact Name: JANE DOE Closecut Contact Email: JaneDoe@email.com
Closeout Contact Phone: 301-858-1111 Project Period: 03012010 ta 123172012
Proposal Titke: Scientific Research Study thal Will Changs the Word
Closesut Submission Resultof
I N I - O T
FFRIFSR Fot FFR IFSR submission, you must have the Commaons FSR role Mot Staned
Final Progress Report Oinly thi SO or the PI of the Grant may process the Final Progress Report Mat Recehad Procas arass Ren
Final Irvention Statlement For Submission, Final Imvention Statlement requires verification by the Signing Official ofthe Mot Received Pri Final Irverition Stalem
Institution
Back |

The Submit Final Invention Statement screen displays. As an SO, your options include:

o View Invention Statement (<inventions reported> -or- <no inventions reported>)
o Submit (available only to SO role)
e Change

e Cancel

Submit Final Invention Statement @
Form Approved OMB Mo. 0925-0002

Grant Numbar: SROTNS00001-13 PDPI Name: FINH. HUCK

Choseout Contact Name: JANE DOE Choseout Contact Email: JaneDos@email com
Choseout Contact Phone: 301-555-1111 Project Period: 03012010 to 1273172012
Proposad Tithe: Soenlific Research Study that Will Change the Word

View Inventicn §r;_|:|gmgn; |mvemmﬂs reportad)

Submé | | Change | Cancel |

2. Select the View Invention Statement link to look the FIS over and verify its accuracy. The
report will open in a separate window as a PDF document.

3. Select the Submit button.

In a separate window, a certification statement displays.

I hereby certify that, to the best of my knowledge and belief, all inventions are listed which were
conceived or first actually reduced to practice during the course of work under the referenced
DHHS grant or award for the specified period. Further, this report does not in any way relieve
our obligation to promptly and fully report all inventions directly to the National Institutes of
Health, as required by the terms of the grant or award.

4. Select the OK button to confirm and continue.
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Once you have submitted the report, you cannot update it. If you need to hold off on submission,
you can select Cancel to return to the Submit Final Invention Statement screen.

Once you've submitted the FIS, the status details update as follows:

 Status = Received
« Result of Actions = Verified by <your name>
o Date = Current date/date you submitted the report

o Action = View link

The FIS is now available to view using the View link on Closeout Status. It can also be viewed
from the Status Information screen for the grant.

Closeout Status @
Form Approved OMB No. 0925-0002

—mm

Grant Humbser: SROTNS000001-13 PDIPI Hame: FINM, HUCK

Closeout Contact Name: JAME DOE Closeout Contact Email: JaneDoe@email.com
Closeout Contact Phone: 301-558-1111 Progect Period: 03012010 to 12312012
Proposal Tithe: Scentific Research Study that Will Change the World

Closeout Submission
N N = N N
FFR/FSR For FFR / F3R submission, you must have the Commons FSR role Mot Staned Creats New
Final Prograss Bapan Only tha S0 or the P af ihe Grant may procss5 tha Final Progrsss Bapod bied B Procass Fingl Prograss Repod
Final invention Stabernent For Submission, Final invention Staternent requires verification by the Signing  Received Verified by BECKY THATCHER  06M7/2013 View

Official of the InsBiution (S0}

[Back

12.11.3 Submitting Your Final Research Performance Progress Report

As of January 1, 2017, a Final Research Performance Progress Report (Final RPPR) is required
for any grant that has ended and any grant that is not to be extended through award of a new
competitive segment. The report is due within 120 days of the end of the project period. This report
should be prepared in accordance with instructions provided by the awarding component. See NIH
Implementation of Final Research Performance Progress Reports (Final RPPR) — Guide Notice
NOT-OD-17-022

Effective February 9, 2017, if the recipient organization has submitted a renewal application on or
before the date by which a Final Research Performance Progress Report (Final-RPPR) would be
required for the current competitive segment, then submission of an "Interim RPPR" via eRA
Commons is now required. The Interim RPPR (IRPPR) will be used for the submission of a
Competing Renewal application (Type 2). See NIH Implementation of the Interim RPPR while a
Renewal Application is Under Consideration (Guide Notice NOT-OD-17-037).

Both the Interim RPPR and the Final RPPR are currently identical in process and information
required. The difference between the two is when and where they are made available to initiate
and submit. The Interim RPPR link will be made available to the Signing Official (SO) in the
Status screen when a grant is eligible for submission of a Competing Renewal application.
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The Final RPPR is only available as part of the Closeout process and the Process Final RPPR link
only appears on the Closeout Status screen.

The format of the Interim RPPR and the Final RPPR will be the same as the current annual RPPR,
making it easier for recipients to navigate through both the Interim and the Final RPPR, based on
familiarity with the existing format of the annual RPPR.

Differences between Interim/Final RPPR and the annual RPPR are few:

o In the Interim/Final RPPR, only Section D.1 is required in the Participants section
 Sections F: Changes and Section H: Budget are not part of the Interim/Final RPPR
o Section I: Outcomes is new. Section I is required for both the Interim/Final RPPR

To submit your Final RPPR:

1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final RPPR is listed in the Closeout Submission
Requirement column. The Action column should include a link for Process Final RPPR.
2. From Closeout Status, select the Process Final RPPR link.

Clicking the Process Final RPPR link opens the Final RPPR Menu screen:

Final RPPR Menu @

Application Information
Grant Number: 5R21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PD/PI Hame: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: MIA
Current Reviewer:
Status: Mot Started
A
Initiate | it Check for. Ermors | View | View Routing History | Route | Recall | Submit | Cancel |

3. Click the Initiate button to create the Final RPPR.

The Final RPPR Menu will then change, providing the user with the option to Edit the Final
RPPR:
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The RPFPR has been successfully initiated.

Application Information
Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDIPI Name: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genelic Degeneration
Due Date: MIA
Current Reviewer: MeCoy, Leonard B
Status: PDIPI Work in Progress
o

;hheck for Errors | Viewl View Routing History | Route | Recall | Submit | Cancel |
h-..—“/

4. Clicking Edit opens the navigation to the various sections of the Final RPPR:

B Accomplishments C Products D Participants EImpact G Special Reporting Req | Outcomes

A. Cover Page (7]

Save | Cancel |

Grant Information A.4 Recipient Organization Information
Grant Number:  S5R21HL123456-02 Organization Name: STARFLEET ACADEMY, MEDICAL RESEARCH
Project Title: Andronesian Encephalilis Can Lead to Genetic Degeneration Address: STARFLEET ACADEMY MEDICAL RESEARCH
1 WARP SPEED DRIVE
A.1 Program Director/Principal Investigator (PD/PI1) Information o SAN FRANSISCO CA 09876
Name: Kirk, Tiberius J DUNS: 98TE54321
E-mail: lamKirok@sfa.ea.edu EIN: 1234567890A1
Ph : 111) 555-1701
one (1) Recipientin: &

A.l.a
Is there a change of contact PD/Pl on a multiple-Pl award?

@NA OYes OHNo

If yes, provide the eRA Commeons ID of the new contact PDVPI

I o Reporting Period

Project/Grant Period

Start Date: 08M15/2011 End Date: 05/31/2013

A.1.b Not Applicable

A.2 Signing Official Information Start Date: 06/01/2012 End Date: 05/31/2013
Name: Requested Budget Period
E-mail:

Phone: Start Date: 06/01/2012 End Date: 05/31/2013

A.3 Administrative Official Information

Name: I Report I Annual ~ Other I

Frequency: Frequency:
E-mail:

Phone:

EM A Cover Page | B Accomplishments | © Products | D Paricipants | E Impact | G Special Reporting Reg | | Qutcomes

5. Complete each section as required. See How to Do I Fill Out the RPPR Forms for help
completing each section.
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Be sure to click SAVE when moving between sections or unsaved data may be lost.
When done, click Cancel to return Final RPPR Menu screen.

In the Final RPPR Menu screen, there are several action buttons at the bottom that you can
use to complete the Final RPPR:

Final RPPR Menu @

Grant Number: S5R21HL123456-02

Institution: STARFLEET ACADEMY, MEDICAL RESEARCH

PDIPI Name: Kirk, Tiberius J

Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: MIA

Current Reviewer: Boyd, Stacey

Status: PDIPI Work in Progress

Editl Check for Errors | Viewl Wiew Routing History | Ruutel Recalll Suhmitl Cancel | ‘

For more information on these options, see:

Editing the RPPR Forms

Checking for Errors and Warnings

Viewing the RPPR

Routing the RPPR

Recalling the RPPR

Submitting RPPR to Agency

The Cancel button closes the Final RPPR Menu screen.

12.11.3.1 Final Progress Report Additional Materials (FRAM)

A Final Research Performance Progress Report (Final RPPR) is required for any grant that has
ended and any grant that is not to be extended through award of a new competitive segment. This
report should be prepared in accordance with instructions provided by the awarding component.

NOTE: Refer to the topic titled Submitting Your Final Research Performance Progress Report on
Page 276 for information related to the Final RPPR.
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The Final Progress Report Additional Materials (FRAM) feature provides a means for grantees to
enter, review, route, and submit information in response to specific request(s) by the Program
Official (PO) for additional information related to the Final RPPR.

While reviewing a submitted Final RPPR, the PO may determine that additional materials related
to the submitted report are required. In this case, the PO will submit a request for this information
referred to as a FRAM request. When a FRAM request is made, the PI is notified via email; Final
RPPR status on Closeout Status 1s updated to FRAM Requested; and a FRAM Update link
appears in the Closeout Status screen. The link is located as an action on the Final RPP Report
line for Closeout Submission Requirement.

This topic discusses the steps for uploading, viewing, and submitting FRAM.

Uploading Final Report Additional Materials

When FRAM is requested by the reviewing PO, an email notification will be sent to the PI (and
SO) describing the additional information being requested. It is the PI who is responsible for
uploading this requested FRAM via the Closeout module in Commons.

To upload FRAM:

1. Navigate to the Closeout Status screen.

2. Locate the Final RPPR line item under the Closeout Submission Requirement column.

If a PO has requested additional material related to the Final RPPR, the Status will show
FRAM Requested, the Result of Action column will show FRAM Requested By <PO
Name>, and the FRAM Update link will appear in the Action column of this line item. If
this information is not there, the request was not made.

3. Select the FRAM Update link.

Closeout Status @

Form Approved OMB Mo. 0925-0002

Application Information
Grant Number: 1R15MH123456-01  PINPI Name: AUDEM. WH

Closeout Contact NMame: EMMA STREST Closeout Contact Email:

Closeout Contact Phoma: 301-555-1234 Project Period: 08/01/2010 to 103172014

Proposal Title: The Age of Anxiety Disorders

FFRIFSR For FFR | FSR submission, you must have the Commons FSR Mol Stafted
rale
Final Prograss  Only the SO of the P1 of the Grant may process the Final FPR Recaived  Submitied by W.H. AUDEN (P1) 0918/2014 view
Reapor Progress Raport
Roguasted
Final Irvention For Submission, Final Invention Statement requires verificaion Mot Received Pr: Final invention Statement
Statement by the Signing Official of the Institution

Closeout
Submission Status Result of Actions
Requirement
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The Final Progress Report Additional Materials (FRAM) screen appears. From this screen,
the PI has the ability to upload an attachment meeting the requirements of the requested

information.

Tip: Y ou can view the original request for information from the Status Information screen.
The Closeout Final Report Additional Materials Request (FRAM) link located in Other
Relevant Documents section of Status Information will show the original request.

4. Use the Add Attachment button to search for and select the appropriate document from
your local computer. The attached document must be in PDF format and no larger than

6MB.

Final Progress Report Additional Materials (FRAM) @

Grant Numbsr: AR16MH 1 Z3456-01

POVPI Name: Auden, WH.

Progect Tithe: The Age of Anxiely Disorders
Institution: UNIVERSITY OF LITERATURE

Grant Information

Please provide addibonal Matenals

Upload Attachment [ Add Attachment |

(Back]

After passing system validations, the screen will display a message as follows: FRAM was
successfully uploaded and is ready for processing by the SO in your institution.

FRAM attachments can be viewed at any time using the View Attachment or View button on the
screen. Before being submitted to Agency, FRAM attachments can be deleted using the Delete

Attachment button.
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Gr&l’ll Information

Grant Number: 1R1SMH123456-01

POVPI Name:; Auden, WH,

Project Title: The Age of Aniety Disorders
Institution: WUMNIVERSITY OF LITERATURE

Please provide additional Materials

Upload Attachment; [Sample Document pdf C Delete Attach 1[ View Attachment D

(ene)

When FRAM is attached, the Closeout Status screen updates to show FRAM Updated in the
Status column and FRAM Updated By <PI Name> in the Result of Action column. You will
notice that the FRAM Update link remains as an available action. Attachments for additional
requests can be uploaded using this link and following the same steps described above. Subsequent
uploads will be appended in the stored PDF document viewable in Status Information.

Closeout Status @
Form Approved OMB No. 0925-0002
Application information
Grant Number: 1R15MH123456-01  PDIP] Name: AUDEN, WH
Closeout Contact Name: EMMA STREST Closeout Contact Email:
Closeout Contact Phone: 307-555-1234 Project Period: 08017201010 1023172014
Proposal Tithe: The Age of Anxiety Disorders
Closeout
Submdssion Result of Actions Action
Requirement
FFRI/FSR For FFR / FSR submission, you must have the Commons FSR Not Stared
role
Final Progress Only the S0 or the Pl of the Grant may process the Final FPR Received Submitted by AUDEN, W H. (F1) 0aM82014 Wiew
Report Progress Report
FRAM FRAM Uploaded by Auden, WH. (P1) 100272014 ERAM Update
Uploaded
F on For ien, Final Invention Statement requires verification Not Received Process Final Invention Statement
Statement by e Signing OMcial of the Institutiaon

The SO is now able to submit FRAM. Refer to the steps in the section titled Submitting FRAM for
details on how an SO submits FRAM to Agency.

IMPORTANT: Please note that after the SO submits FRAM, the FRAM Update link on
Closeout Status will be replaced by the View FRAM link and updates can no longer be made.

Submitting FRAM

Once a response to a FRAM request has been uploaded by the PI using the Final Progress Report
Additional Materials (FRAM) screen, the SO can submit the material to Agency. Only those with
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an SO role in Commons can submit FRAM.

To submit FRAM:

1. Navigate to the Closeout Status screen for the specific grant.
2. Locate the Final Research Performance Progress Report line item under the Closeout

Submission Requirement column.

If the PI has uploaded the additional material successfully, the Result of Action column will
show FRAM Updated By <PI Name>. The FRAM Update link will appear in the Action

column of this line item.

3. Select the FRAM Update link.

Closeout Status (2]

Form Approved OMB No. 0925-0002

Grant Number: 1R15MH122456-01  PDVPI Name:
Closeout Contact Mame: ENMA STREST Closeout Contact Email:
Closeout Contact Phone; 307-255-1234 Project Period:

AUDEMN, WH

0812010 to 10312014

Application information

role

Final Prograss Only the SO or the Pl of the Grant may process the Final

Propasal Tithe: The Age ol Anxiely Disorders
Closeout
Submission Result of Actions Date Action
Requirement
FFR/FSR For FFR | FSR submission, you must have the Commons FSR Not Stafted

FPR Received ‘Submitted by AUDEN, W.H. (F1) 001872014 View
Report Frogress Report
FRAM FRAM Uploaded by Auden, WH. (P1) 10/0272014 ERAM Update
Uploaded
Final Invention  For Submission, Final Invention Stalement requires verification Not Received Pri Final Invention ment
Statement by the Signing Official of the Institution

The Final Progress Report Additional Materials (FRAM) screen appears with the Submit

button enabled.

4. Optional: To view the FRAM response before submitting it, select the View Attachment

button.
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5. To submit the FRAM, select the Submit button.

Final Progress Report Additional Materials (FRAM) @

Grant Infermaticen

Grant Number: AR1SMH123456-01

POPI Name: Auden, W.H

Project Tithe: The Age of Anxiety Disorders
Institution: UNIVERSITY OF LITERATURE

Please provide additional Materials

Upload [sampi || Delete Attachment [ View Attachment ]

6. Before the submission is completed, a certification message will appear on the screen. Select
the I Agree button to confirm this certification and to complete the process.

Submit FRAM to Agency

In submitting these Final Progress Report additional materials, the SO (or POVPI with delegated authority), certfies that the grantee organization is in compliance with the terms and conditions specified in the Notice of
Award and Grants Policy Statement, and verifies the accuracy and validity of all administrative, fiscal, and sclentific information in the progress repert. The SO (or PDVPI with delegated authority) further certifies that the
grantee organization will be accountable for the appropriate use of any funds awarded and for the performance of the granl-supported project or acthities resulting from thi progress repon. Deliberate withhalding,
talsification, or misrepresentation of information could resultin administrative actions such as wi afa repo, ion andior termination of an award, debarment of individuals, as well as possible
criminal penalties. The grantee institution may be liable for the reimbursement of funds associated with any inappropriate or fraudulent conduct of the project activity.

Application Information

Grant Number: 1R1SMH123456-01
Institution: UNINERSITY OF LITERATURE
PODIFI Name: Auden, WH

Project Tithe: The Age of Ardety Disordars

After a successful submission, the screen will display a message as follows: The final progress
report additional materials have been successfully submitted to Agency. The Closeout Status
screen will show FRAM Submitted By <SO Name> in the Result of Action column, and the
FRAM Update link available before the submission is replaced by the View FRAM link.
FRAM cannot be edited after submission to Agency.
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Final Progress Report Additional Materials (FRAM) (7]

Grhe final progress report additional materials have been successiully submitted to lge':.)

Grant Infermation

Grant Humbar: 1R15MH123456-01

POIPI Name; Auden, WH

Project Tithe: The Age of Anxiety Disorders
Institution: UNIVERSITY OF LITERATURE

Flease provide additional Materials

Upload Attachment: [ Add Attachment |

[ View | [Baek |

Additionally, email notification is sent to both the SO who submitted the FRAM and to the PI of
the grant. A separate notification is sent to the PO of the grant. Commons will generate a PDF
document containing all documents adding for the FRAM request. This document can be accessed
within the Status Information screen under Other Relevant Documents.

NOTE: The PO may rescind the approval of the Final RPPR submission at any time. If this event
occurs, the FRAM Update link will be made available for submitting FRAM.

IMPORTANT: SOs can continue to add additional attachments even after submission to
Agency (before acceptance of the FPR). Any subsequent documents will be added to the PDF
generated by Commons.

12.12 Just in Time (JIT)

The JIT feature of the eERA Commons allows the electronic submittal of additional grant
application information after the completion of the peer review, and prior to funding. The PD/PI
and the SO work together to complete and submit Other Support, Budget, [ACUC, IRB, and/or
Human Subject Assurances information directly to the NIH when that information is requested.

NOTE: If you have the PI role, you may upload and save JIT information; however, you must be
an SO to submit it to NIH.

The JIT feature is available for applications meeting established business criteria. In general this
feature becomes available for applications that fall within a certain percentile or priority score
range; however, applicants should not submit any JIT information until specifically requested by
the agency. These requests can be eRA-system generated e-mails or contacts directly from the
specific awarding agency via email and/or phone.

NOTE: All JIT attachments should be submitted in PDF format with a maximum size of 6MB.
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Policy: JIT policy information also is available online. Look for the Just-in-Time section of the
NIH Grants Policy Statement.

In Commons, the Just In Time screen is accessible from each of the following:

o JIT link on Status Result - Just In Time (SO)
o JIT link on Status Result - General Search (SO)
o JIT link on Status Result - List of Applications/Grants (PI)

IMPORTANT: The JIT screen for Pls and PI delegates has recently been updated to reflect
eRA's new standards. eRA plans to update the SO's screen in a future release. Please refer to the
appropriate steps below, based on your Commons role.

12.12.1 Uploading JIT Information as a PI
As a PI, you have the ability to upload and save JIT information.
To upload JIT files:

1. Access the Just in Time screen through the JIT link on the Status result screen(s) Action
column.

NOTE: The JIT link is removed once an application has been awarded.

The Just in Time screen displays. The Application Information section can be used to verify that
information for the correct application is being submitted.
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« Return to Search Results

JustIn Time @

Justin Time (JIT) allows the Principal Investigator (P1) or Signing Cfficial (S0) to provide Other Suppoer!, Budge! Upload, Other Upload, IACUC, IRB. and Human Subject Assurances Just In Time
information directly to the NIH when that information is requested. Guidance follows:

« Although a Pl may save this information through Commons, only an SO may submit it to MIH

Any element of the JIT form may be submitted at different times while the JIT link is available

©Once the information has been submitted to the NiH, it will be available for viewing in Status in the Other Relevant Documents section

‘Number of Submission’ provides the user with the number of times the JIT form was submitted to Agency.

All elements on the JIT form can be submitted multiple times and will be appended to the JIT report, with the latest version at the top of the report

If the application involves care and use of vertebrate animals er involves Human Subjects, verification of the date of the respective IACUC or IRB approval is required on this "Just in Time'

page

Grant Number:  1RO1CAD00001-01
Pl Name: JOYCE, JAMES
Proposal Title:  Portrait of the Artist as aYoung Man Through Adulthood

Please provide active and pending support for all key personnel. Other Support all fi | , whether Federal, non-Federal, commercial or institutional, available
in direct support of an | al's d ) ing but not limited to grants, perative ag ts, contracts, and/or institutional awards. Training
awards, prizes, or gifts do not need to be included

To provide the NIH Other Support, follow the suggested format available at Other Support and upload the document using the Upload button provided below. Alternatively, you can drag and
drop a file unto the respective panel. Please note that when you upload a document it is automatically attached to your application

Other Support File Budget Upload Other Upload

File Name: File Name: File Name:

None None None

Date Created: Date Created: Date Created:

None Mone Nong

Number of Submissions: Mumber of Submissions: Number of Submissions:
1] Q 0

IRB Date: [mm/ddiyvyy () Mumber of Submissions: o

Your Institution must certify to NIH that the research described in this application has received Institutional Review Board (IRE) approval by an IRB registered at OHRF under your
Human Subjects Assurance Number. If the required IRB approval has been obtained, enter the IRB approval date. By specifying a Date and saving this form, you cerlify that you have
IRB approval for this research. Please select the correct OHRP Human Subjects Assurance Number from the list of numbers associated with your Institution:

Please select one number v

Human Subject Education. This document is required for key personnel (all individuals responsibie for the design and conduct of the study) that are involved in human subject
research. Please upload a POF file that includes the following

« The names of the key personnel who are responsible for the design and conduct of the study

« The title of the education program completed by each named person plus a brief description of the program

Note: If research meeting the criteria for Exemption 4 is proposed, documentation is recommended, but not required

Human Subject Education

File Name:

None

Date Created:

None

Number of Submissions:
o

Genome Data Sharing Certification. An Institutional Certification is expected prior to funding award for all research generating large-scale human genomic data under the NIH
Genomic Data Sharing Policy. The Institutional Certification is a document from the authorized Institutional Signing Official of the institution submitting the data, and assures that the
data submission and sharing is appropriate (see Certifications for templates). If a final Institutional Certification is not available at Just-In-Time, you may submit a provisional
Institutional Certification along with other Just-In-Time decuments. A final version of the Institutional Certification may be uploaded in the "Additional Information” section of your grant
folder at a later date. You should keep Program Staff of the funding IC informed of the expected date of submission of the final Institutional Centification

Genome Data Sharing Certification

File Name:

None

Date Created:

MNone

Number of Submissions:
0
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2. Upload the appropriate file types.
o Other Support File

o Budget Upload
e Other Upload
e Human Subject Education

o Genome Data Sharing Certification

Other Support is always available. If the application involves care and use of vertebrate
animals or involves Human Subjects, verification of the date of the respective IACUC or
IRB approval is required on this Just-in-Time screen.

It is requested that active and pending support for all key personnel be provided. Other
Support includes all financial resources, whether Federal, non-Federal, commercial or
institutional, available in direct support of an individual's research endeavors, including but
not limited to research grants, cooperative agreements, contracts, and/or institutional awards.
Training awards, prizes, or gifts do not need to be included.

To provide Other Support information, follow the suggested format available at
http://grants1.nih.gov/grants/funding/phs398/othersupport.doc and upload the document
using the Upload button provided.

a. Select the Upload button for the appropriate type of file to open the corresponding
upload file screen.

-OR-

b. Drag and drop the file from your file directory into the appropriate section of the
JIT screen.

The panel shows an Upload Complete message. The panel also displays the name of the file
and the date it was uploaded.

Please provide active and pending suppo for all key personnel. Other Support includes all financial resources, whether Federal, non-Federal, commercial of institutional, available in direct support of an individual's
research endeavors, including but net limited to research grants, cooperative agreements, contracts, andior institutional awards, Training awards, prizes, of ifts 4o Ot NEed [0 be neludes
To provide the NIH Other Suppart, follow the suggested format available at Other Support and upload the document using the Upload button provided below. Altematively, you can drag and drop a file unto the respective panel. Please note
that when you upload a document it is autam: attached to your application

Other Support File Budget Upload Cther Upload

~ Upload Complete.  Upload Complete.
File Name:

File Name: File Name: None

Sample Document padf Sample2 Doc pdf Date Created:

Date Created: Date Created: None

01/25/2018 01/25/2018 Number of Submissions:

Number of Submissions: Number of Submissions: 1}

o o

& Upload || &
X Upload | @ Delete & Upload || @& Delete
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3. Enter IRB information as appropriate:
o IRB Date
e Assurance Number

4. Select the Save button.

After saving the information, a confirmation message displays indicating that the information was
saved and that a user with the required authority must still submit the information. Only an SO can
submit JIT.

NOTE: Commons performs validations upon saving. If required information is missing, error
messages will appear on the screen to guide you.

12.12.2 Uploading Saving JIT as an SO
SO users have the ability to upload and save JIT information.
To upload JIT files:

1. Access the Just in Time screen through the appropriate JIT link on the Status result screen(s)
Action column.

o Status Result - Just In Time (SO)
o Status Result - General Search (SO)

NOTE: The JIT link is removed once an application has been awarded.

The Just in Time screen displays. The Application Information section can be used to verify that
information for the correct application is being submitted.
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JustIn Time @

Just in Time (JIT) allows: the Prncipal Investigator (F1) or Signing Official (30| to provide Other Support, Budge! Upload, Other Upload, IACUC, IRB, and Human Subject Assurances Jus! in Time information
directly ta the NIH when that information is requested. Guidance follows

A h a Pl may save this information h Commons. only an SO may submit i to NIH

Any element of the JIT form may be submitted at different times while the JIT ink is available

Once the information has been submitted to the MIH, it will be available for viewing in Status in the Other Relevant Documents section

Mumber of Submission’ provides the user with the number of times the JIT form was submitted to Agency

All elements on the JIT form can be submitted multiple times and will be appended to the JIT repart, with the latest version at the top of the report

.
.
.
.
.
+ Ifthe apglication invohves care and use of vertebrate animals or involves Human Subjects, verfication of the date of the respectve IACUC or IRB approval is required on this Just in Time’ page

Application Information

‘Grant Humber: TRO1CADOOOO1-01
Pl Hame: JOYCE, JAMES
Propasal Title: Portrait of the Arfist as a Young Man through Adulthood

Flease provide active and pending suppad for all key personnal. Other Support includes all inancial resources, whether Federal, non-Faderal, commercial or institutional, available in direct support of an

s research end including but not limited to research grants, cooperative agreements, contracts, and/or institutional awards. Training awards, prizes, or gifts do netneed o be included.
To provide the NIH Other Support, follow the format at hitp-figrants 1.nih gowigrants lunding/phs 29 Methergupport dog and upload the document using the Import bution provided below.
T Filo Hame [ DsioCreated | Sbws || Numborofsub
Other Support File: NOT UPLOADED
Budget Upload: NOT UPLOADED Import
Other Uplead: NOT UPLOADED Import.
IRE Diate in MWDDAYYY format ﬁ:“l«lﬂl}ﬂ'\'\"\‘] 1

Your Institution must certify o MIH that the research descibadin this application has recenved Institutional Review Board JREB) approval by an IRB registersd at OHRP under your Human Subjects Assurance
Number. If the required IRB approval has been obtained, enter the IRB approval date. By specifying a Date and saving this form, you cedify that you have IRB approval for this research. Please selact the comact

OHRP Human Subjects Assurance Number from the list of numbers associated with your Institution Please select one number ~

Human Subject Education. This document is required for key personngl (all indhiduals responsiole for the design and consuct of the Study) that are invohed in human subjedt research, Please upload a POF file
thatincludes the following: the names of the key parsonnal who are responsible for the design and conduct of the study; the tile of the aducation pragram completad by sach named person plus a briel des cription
ofthe program. Mote: If research meeting the criteria for Exemption 4 is proposed, documention is recommendead. but nol required.

[ fles | Fietame | Date Created | swws | | Mumberof Submissions

Human Subject Education: MOT UPLOADED Impart

Genome Data Sharing Certification. An Institutional Cenification is expected prior to funding award for all research generating lange-scale human genomic data under the NIH Genomic Data Sharing Policy

(hitp:igds nih.gow3policy2 himl). The Institutional Cerification is a document from the authorized Instituional Signing Official of the institution submitting the data, and assures that the data submission and
sharing is approprizte (see [figds nih gowinstitutional certifi ins himl for templates). If a final Institutional Cerification is not available at Just-In-Time, you may submit 3 provisional Institutional Certification

along with other Just-in-Time documents. A final version of the Institutional Certification may be uploaded In the “Additional Information” section of your grant folder 31 3 later date. You should keep Program Staff of
the funding IC informed of the expected date of submission of the final Instutional Certification.

| Fes | FieName | DateCreated | staws_ ] | Numberof Submissions |
Genome Data Sharing Certification: MNOT UPLOADED Impart

[ Submit | [Save || ViewJustinTimeRepot |

2. Upload the appropriate file types:
e Other Support File

o Budget Upload
Other Upload

e Human Subject Education

o Genome Data Sharing Certification

Other Support is always available. If the application involves care and use of vertebrate
animals or involves Human Subjects, verification of the date of the respective IACUC or
IRB approval is required on this Just-in-Time screen.

It is requested that active and pending support for all key personnel be provided. Other
Support includes all financial resources, whether Federal, non-Federal, commercial or
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institutional, available in direct support of an individual's research endeavors, including but
not limited to research grants, cooperative agreements, contracts, and/or institutional awards.
Training awards, prizes, or gifts do not need to be included.

To provide Other Support information, follow the suggested format available at
http://grants].nih.gov/grants/funding/phs398/othersupport.doc and upload the document
using the Import button provided.

a. Select the Upload button for the appropriate type of file to open the corresponding
upload file screen.

b. From the upload screens, select the Choose File button to search for and select the file
to upload.

c. Select the Upload File button.

Just In Time

Grant Numibsr: 1ROICARDOODT-01

P1 Hame: JOYCE, JAMES

Proposal Tile: Pomrait of the Arist a3 a Young Man through Adulthoad

Other Support File

Sedect File

The uploaded file displays under the File Name column with a status of Completed.

research endeavors, including but not limited to research granis, cooperative agreements, contracis, andior institutional awards. Training awards, prizes, of gifts do not need bo be indhuded

Ta provide the NIH Other Suppart, Tollow the suggested format available at hitp fgrants 1 nih gowigrantsfundngiphsI9siomersupport 4ot and upload the docurment using the Impon buthon pronided belaw.

e e lame — T nucrostes | sams | mberof submssions

‘Other Support File: Sample Document paf 0B0SR2013 COMPLETED ’|_mpm Ramowe 1
Budget Upload: NOT UPLOADED [Impont |
Other Uplcad: NOT UPLOADED [impont |

LACUC Dt i MAVDDAYYYY fonmat % 1
Emwoom

The insblution muysiverily approval by the Instislional Animal Care and Use Committes (IAZLIC) of those components of the application related to the care and use of animals, By spedifying a date and saving this farm
you confiern Mat LAGLIC appeaval of this application was granted on Mat date. If e LACUC rkquired any momScalions in the cark of USe of animals 35 descrbed in this Reseadch Plan, thase changes rmust bi submited
%o the appropriate NIH Grants Management office. The OLAW Assurance Number listed for your Instiulion is AS033-01

Flease provice active and pending suppon Tor all key parsonnel Other Support includes all inancial resources, whether Federal, non-Federal, commercial or institutional, available in direct support of an individueal's.

[Suzma] [Save | [ViewJustin Tims Regon |

3. Enter IRB information as appropriate:
o IRB Date
e Assurance Number

4. Select the Save button.
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After saving the information, a confirmation message displays indicating that the information was
saved and that a user with the required authority must still submit the information.

If you are an SO, the Submit button is enabled at this time, and you can submit the information to
NIH.

NOTE: Commons performs validations upon saving. If required information is missing, error
messages will appear on the screen to guide you.

12.12.3 Submitting JIT Information To Agency

If you hold the SO role, you have the ability to submit the JIT report. Only SO users can submit
JIT.

To submit JIT:

1. Access the Just In Time screen for the appropriate application.
2. Optional: If not already uploaded, upload the appropriate JIT information.

3. Optional: Select the View Just In Time Report button if you wish to review the report
before submitting it.

4. Select the Submit button.

The Applicant and Organization Certification and Acceptance message displays as a pop-up.

5. Select the OK button to continue.

NOTE: Commons performs validations upon submission. If required information is missing, error
messages will appear on the screen to guide you.

Once submitted, the report is available for viewing from within Status Information. Status
Information is accessed by selecting the application ID (displayed as a link) from any of the Status
result screens. Refer to the section of this document titled Status Information on Page 138.

You can resubmit JIT information as many times as necessary. Each section of the JIT information
can be submitted separately and more than once as long as at least one field element has been
completed. After each submission, the Just In Time screen displays the Number of Submissions
for each piece of information.
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When a resubmission has occured, the Status result screens display the JIT link with an indication
of the number of times revised.

12.12.4 Viewing the Just In Time Report
If you are an SO or a PI you can view the Just In Time report from the JIT screen.

To view the report, select the View Just In Time Report button (SOs) or the View Report button
(PIs) at the bottom of the screen.

If the JIT information has already been submitted to NIH, the Just In Time report can be viewed
from a link within Status Information. The link displays as the date of the last submission plus the
number of times submitted and is located under the Other Relevant Documents section.

Status Information is accessed by selecting the application ID (displayed as a link) from any of the
Status result screens. Refer to the section of this document titled Status Information on Page 138.

Other Relevant Documents
e-Application

Appendix Appendix |

Appendix 2: Appendix ii

pendix 3. Appendix i
ﬂ%ﬁt In Time 06/29/2009 Times Revised(2) )
eSubmission Cover L etter
Additions for Review (0 documents)

12.13 No-Cost Extension (NCE)

NIH Standard Terms of Award include the provision for grantees to extend the final budget period
of a previously approved project period one time for a period of up to 12 months, without
additional NIH funds. This action must be taken before the project period ends, and grantees are
required to notify NIH when they have exercised this authority.
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Policy: Extension of Final Budget Period of a Previously Approved Project Period without
Additional NIH Funds

Grantees may extend the final budget period of the project when the following conditions are met:

« If no additional funds are required by the NIH awarding office

o If'there will be no change in the project’s originally approved scope

In order to mandate an extension, one of the following criteria must be applicable:

« Additional time beyond the established expiration date is required to ensure adequate
completion of the originally approved project

o Continuity of NIH grant support is required while a competing continuation application is
under review

« The extension is necessary to permit an orderly phase-out of a project that will not receive

continued support

NOTE: The fact that funds remain at the expiration of the grant is not, in itself, sufficient
justification for an extension without additional funds.

To facilitate this process, the No-Cost Extension (NCE) feature exists in Commons, allowing
SO users to request NCE in one month increments up to 12 months. Accessible through Status
results, the link for accessing the feature is available 90 days before the project end date and is
removed at midnight on the project end date.

IMPORTANT: NIH requires grantees to use the No-Cost Extension feature and will not accept
notification via any other channels.

To submit a No-Cost Extension:

1. Search for a particular grant using the Status - General Search screen.

2. Select the Extension link from Action column of the appropriate grant on the Status Result -
General Search screen.

The Extension screen opens.

3. Select the number of months by which to extend the grant by selecting an option from the
Extend drop-down list. Selecting an option updates the date in the This will extend the
project to text box.

In extending the final budget period of the project period, the grantee agrees to update all required
certifications, including human subjects and animal welfare, in accordance with applicable
regulations and policies.
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Grantees may not extend project periods previously extended by the NIH awarding office. Any
additional project period extension beyond the one-time extension of up to 12 months requires
prior NIH approval.

4. Select the Extend Project Date button.

Extension g

This Grant is eligible to be axtendad for up to 1 year. Note that only a S0 has the ability to perform a project extension and that you may do this only once through the Commans.

APDBCALON IAlTormation

Grant Number, SROTEYDO000Z-05
Pl Name: FINCH, ATTICUS
Proposal Title: Study on Genetics and Age-Related Degeneration

To exfend the period, selact the numaer of months for which you would like to exend the project period for this grant
Project End Date: 8312013

Extend:® | 3 :Zl

This will exftend the projectto  11/30/2013

Extend Project Date

A confirmation screen displays a message You selected to extend the project period for this grant
for <#> months.

5. Select the Confirm button to continue.

Extension

Grant Number: ERO1EY000002-05

I Name: FINCH, ATTICUS

Proposal Title: Study on Genefics and Age-Related Degeneralion

‘You have selected to extend the period of performance of this grant by 3 months.

& By nolifying NIH of this one-ime extension of the period of performance, you certify that the extension s not
1) being axercisad merely for the purpose of using unobligated balance, 2) prohibitad by the terms and
conditions of the Federal award. or 3) requesting additional Federal funds. Furiher, it does notinvolve any
change in the approved objectives or scope of the project

Cancel

Upon notification, the NIH awarding office will revise the project period ending date and provide
an acknowledgment to the grantee.

NOTE: When an extension without cost is submitted but cannot be processed due to an internal
business error, the link displays in Status Result as Extension Error. This link will continue to
display until the error has been corrected. Instruction will be given on whom to contact if you need
to have the error corrected before resubmitting. Once the error has been corrected, the No Cost
Extension will be processed, and the appropriate eNotifications sent.
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12.14 Change of Institution

The Change of Institution process in eRA Commons allows extramural grantee institutions to
submit Relinquishing Statements electronically via Commons. Relinquishing Statements (RS) are
the official documents relinquishing interests and rights to Public Health Service (PHS) research
grants and typically accompany a change of institution or successor in interest request.

The Manage Relinquishing Statement and Relinquishing Statement screens are accessible via the
Status module.

For more information, refer to the collection of topics within the Commons Online Help for
Change of Institution (http://era.nih.gov/erahelp/commons/default. htm#Chglnst Overview.htm) or
the Commons Change of Institution User Guide (http://era.nih.gov/files/ccoi userguide.pdf).
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12 Prior Approval Module

Policy: See section 2.3.7.2 under "Policies Affecting Applications"

NIH Policy allows grantees a level of discretion when making changes to
budgeting or grant-related activities. However, some changes require written
prior approval. Users can access the eRA Commons Prior Approval module at:
https://public.era.nih.gov/priorapproval/landing.jsp.

The Prior Approval module allows Principal Investigators (PIs) and Signing
Officials (SOs) to respond to prior approval invitations from the granting
agency (see note below) or to withdraw from successfully submitted grant
application that has not yet been awarded.

In addition, SOs may also request a change of the PD/PI on a grant and
request No Cost Extensions when the grant meets specific conditions.

NOTE: To initiate a $500K request, please contact your Program Official. (see the 500K section
for more detail)

To access the Prior Approval Landing screen:

1. Loginto eRA Commons
2. Select the Prior Approval tab on the Commons Home screen.

) A Electronic Research Administration

A program of the National Institutes of Health

Home Admin Inslitution Profile Personal Profile Statu§  Prior Approval BRPPR  xTrain xTRACT Admin Supp

a. PIs will see the option to initiate a Withdrawal Request, respond to a
500K invitation, or to List My Requests on the Prior Approval
landing screens.
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Prior Approval @

Initiate a Prior Approval Request ‘ Existing Prior Approval Requests

Select the type of request you wish to initiate. To view Prior Approvals pending review, please select List My Requests.

Request type:
Withdrawal Request

£ List my Requests

b. SOs will see options to initiate a Withdrawal Request, Change of
PD/PI, No Cost Extension, Carryover, as well as options to list
existing requests and to search for requests.

Prior Approval @

Initiate a Prior Approval Request | Existing Prior Approval Requests

Select the type of request you wish to initiate. To view Prior Approvals pending SO review, please select List My Requests
To search for Prior Approval requests from your institution please select Search for Request.

Request type:
No Cost Extension

Withdrawal Request = List my Requests Q Search for Requests
Carryover Request

Change of PD/PI Request

Please refer to the specific sections for full instructions on the various
request options, and general request management.

12.15 List My Requests

Users can utilize List My Requests on the Prior Approval landing screen to view existing Prior
Approval Requests.

List My Requests is available to both PIs and SOs.

The PI view of List My Request displays all Prior Approval Requests for applications on which
the PI is the Contact PI.

The SO view of List My Request displays all Prior Approval Requests in status Pending SO for
the institution. If the SO would like to see a Prior Approval that is not in Pending SO status, they
should use the Search Prior Approval feature.

1. To access the List My Request list, select List My Requests from the Prior Approval
Landing screen.
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Existing Prior Approval Requests Existing Prior Approval Requesis

To view Prior Approvals pending review, please select List My Requests. To view Prior Approvals pending SO review, please select List My Regquests

To search for Prior Approval requests fram your institution please select Search for Request

o The user is taken to the hitlist of Prior Approval requests.

List my Requests @ -
yreq Pl View

Show 10 B enines « Back to Prior Approval
RequestlD +~ RequestType = Prior Approval Status 5 Application ID * ProjectTitle = Action
2040 Withdrawal In Progress Pl 1 RO1 A123456-1 Project Title Modify
2041 500K In Progress 50 1 RO1A98999902 Project Title 2 View PDF
Wiew History
Showing 1to 2 of 2 entries
Previous Mext

List my Requests

Show 10 = | eniries SO « Back §o Prior Anprosval

Regquest Prigr Approval Vlew

[ +] - Typs = PlHame ¥ Application Trile & Actions

10024 500K A signinicant Request Mooy

1o SO0k A Significant Request Moty

10020 500K iy Significant Request Moty

10017 WEndrawal RO Genetic Adaplabons 1o Anbéctcs: Roe in MASA Persistent Endovascular Mooy
Infeciions

10008 WEhdr R21NS Tageting R155H pOT_VCP 10 treal BMPFD_ALS. 3 rane degeneraive Moaity
=L el

Showing 1 89 & of & énlries

2. Select the grant you with to initiate the request for.
3. The system will initiate the request and redirect the user to the Modify
Request screen.

NOTE: If the request was initiated in error, the user may choose to delete the request via the
Delete button on the Modify Request page.

NOTE: If the request was routed to a reviewer and needs to be recalled, please follow those
instructions in the Recall section.
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12.16 Search for Existing Prior Approval Requests

Only SOs can access the Search for Requests option under the Existing Prior Approval Requests
on the Prior Approval landing screen.

An SO must be affiliated with the institution that initiated the request.

NOTE: PIs use the List My Requests option to see a hitlist of requests where they are the current
reviewer. See the List My Requests topic for more information.

To search for a request:

1. To search for existing requests, select Search For Requests.

To view Prior Approvals pending SO review, please select List My Requests

To search for Prior Approval requests from your institution please sebect Search for Request

= List my Requests | Q Search for Requests ]

2. The "Search Prior Approval Requests" screen will open. On this screen, use any of the
available search fields to find requests for the institution.

Home Admin Institution Profile  Personal Profile  Status  ASSIST | Prior Approval RPPR xTrain  xTRACT Admin Supp

eRAPartners Mon-Research

Search Prior Approval Requests @

« Back to Prior Approval
Pl Lookup (by Last Name, First
Request ID Request Type Request Status Name})

Select a request type E| Select a status B les

LESS, ISAMORE (LESSI
Activity Code IC Serial Submission Date Range: From I:Wmmrvwrr&tmrgr}rv—‘
E| sefial num date start = date end ==

Clear Search Search

3. Users may search on the following criteria:
m Request ID

m Request Type (select from "Withdrawal Request or "500K Request")
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m Request Status (select from "Submitted to Agency", "In Progress SO", or "In Progress
PI").
m PI Lookup (names of valid, matching PIs begin to appear as the user begins typing)
m Activity Code, IC, Serial
m Submission Date Range (From: and To:)
4. After entering search criteria, select the Search button to perform the search. Selecting

Clear Search clears the search boxes in preparation for another search.
m Once Search has been selected, the screen expands to display a hit list of all requests

based on the search criteria.

Show 1 | @Ntnes
Request ID » Request Type * Pl Hame * [Request Status = Application ID F Project Title ¥ Actions
3003 Withdrawal Pl Name Submitied to Agency 1 RO A123546-00 Project Title \igw PDF
View History
0z Withdrawal P Name In Progress S0 1 ROT A123546.00 Progect Tile Modity
2040 Withdrawal F1 Name In Progress Pl 1 RO A1 23546-01 Project Titke View
Showing 110 3 of 3 entries -

5. Choose available View and Modify options from the Actions column.

m View PDF Opens a read-only PDF version of the request
m View History - to view the progress of the request

m Modify opens the Modify Request screen to allow editing

m View the request - opens the View Request screen that displays a read-only version of
the request.

12.17 $500K Requests

Any applicant planning to submit a grant application with $500,000 or more in
direct costs in any one budget year (excluding consortium F & A costs) is
required to contact their Program Official (PO) and obtain agreement from the
funding agency six (6) weeks prior to their application submission.

If the PO determines that they wish to receive the request through an
electronic process, they will initiate an invitation to the PI which will open up a

Status Module 195 September 27,2017



eRA Commons User Guide

request in the Prior Approval module. The PI and the Notice of Award email
of the organization on the invitation will receive an email notifying them of the

invitation.

NOTE: The option to submit a $500K request will not be visible in the Prior
Approval module of eRA Commons until the PO has initiated the invitation.

Select the Prior Approval tab in eRA Commons to begin the process.

Respond to $500K Request from PO

1. Onthe Prior Approval landing page, under the Existing Prior Approval
Requests section, click on the List My Requests button (PI), or Search
for Requests button (SO).

Home Admin

xTrain xTRACT Admin Supp eRA Parners

Prior Approval @

Initiate a Prior Approval Request

Select the type of request you wish to
initiate.

Select a request typeﬂ

Institution Profile Personal Profile Status ASSIST
Non-Research

Prior Approval | RPPR

Existing Prior Approval Requests

To view Prior Approvals pending review,
please select List My Reguests.

Request type:

[ = List my Requests ]

Go

Home

initiate.

Admin Supp eRAPartners MNon-Research

Prior Approval @

Initiate a Prior Approval Request

Selectthe type of request you wish to

Request type:

Select a request type E|

Admin Institution Profile  Personal Profile  Status  ASSIST | Prior Approval | RPPR xTrain  xTRACT

List My Requests.

= List my Requests

=0

Existing Prior Approval Requests

To view Prior Approvals pending SO review, please felect

To search for Prior Approval requests from your ingtution
please select Search for Request.

Q, Search for Reguests
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NOTE: Signing Officials will be taken to a search screen and will have the
option to search for requests in their institution using a variety of search
criteria. If the request is in the status of "In Progress SO", the SO may
proceed to modify the request. However, if the request is in another
status, the SO will need to perform a recall in order to modify it.

2. For PIs, the next screen will show a hit list of Prior Approval requests that
are available to modify. Select the "Modify" link in the Action column.
The Request Type will be "500K" and the Prior Approval Status will be
"In Progress PI".

For SOs to modify the request, they will need to be the current reviewer
or they will need to perform a recall as noted above in order to become
the current reviewer. Once the requestisin the "In Progress SO" status,
the SO will be able to modify the request.

Home Admin Institution Profile Personal Profile  Status  ASSIST  Prior Approval RPPR xTrain xTRACT Admin Supp eRA Pariners

Mon-Research
List my Requests @

Show | 10 ﬂ enfries « Back to Prior Approval
RequestlD » RequestType <& Prior Approval Status & Application I £ Project Title £
g 5| i
5064 S00K Submitted to Agency CA test View PDF  View History

9

5063 SO00K In Progress Pl CA MiA Modify

Showing 1to 2 of 2 entries Erevious et

Show | 10 E'entries

Request SO View after
D -~ Reguest Type|Recall ProcessSgequest Status = ApplicationID  # Project Title ¢
5089 500K bmitted to Agency  OD Test Title View PDF
View History
5088 S00K_ WEEB, In Progress S0 CA Monsurgical -
CHARLOTTE —— Treatment of m
Thoracic Aortic
Aneurysms
Showing 110 2 of 2 entries
Previous - MNext
PI
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1. The Prior Approval Request 500K - Modify Request screen displays.

Home Admin Institution Profile Perzonal Profile  Status  ASSIST | Prior Approval  RPPR xTrain xTRACT Admin Supp
eRA Partners  Mon-Research

Prior Approval Request sook - Modify Request @
Mote: Required fields are marked with an ™

Request ID
5063
Principal Investigator (PI) Organization
CHARLOTTEWEEB UNNERSITY OF CAVATICUS
Project Title* FOA* Anticipated Submission Date®
=
Activity Code IC Serial Program Official Program Official Email
CA WHITE, E.B. eRATest@miail nih.gov

Justification-

Total remaining allowed limit is 500 characters.

Supporting Documents

X Upload Drag up to 10 files here to uplead

File Name Date Created Action

Queries pdf D8/03/72016
[ Cancel ” Wiew History l Submit

The system will pre-populate these fields:

Principle Investigator (PI)
Organization
o IC (to which the application will be submitted)
« Program Official information (based on the invitation from the
PO.)
2. The following required [*] fields must be populated in order to

continue the process:
« Project Title

« FOA
« Anticipated Submission Date
« Justification

SO
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1. The Prior Approval Request 500K - Modify Request screen displays.

Home Admin Institution Profile Personal Profile  Status  ASSIST | Prior Approval  RPPR xTrain  xTRACT
Admin Supp eRAParners Non-Research

Prior Approval Request 500k - Modify Request @

Note: Required fields are marked with an ™

Request ID

5063

Principal Investigator (P} Organization

WEBE, CHARLOTTE UNIVERSITY OF CAVATICUS

Project Title* FOA" Anticipated Submission Date*
[Project Title (as it will be submitted)] =]

Activity Code IC Sernal Program Official Program Official Email

CA WILLIAMS, GARTH eRATest@mail.nih.gov

Justification®
[Provide an abstract-type of justification here for the project. The character limitis 500]

Total remaining allowed limit is 407 characters.

Supporting Documents

o Upload Drag up to 10 files here to upload.

File Name Date Created Action
Queries.pdf 09/08/2016

NI - (] oo |

2. Onthe modify screen, the SO must provide the following information
in order to continue the process:

. Project Title

« FOA (Funding Opportunity Announcement Number)

. Anticipated Submission Date - The date the application is
expected to be submitted. This date may not be in the past, or
more than 120 days in the future.

« Justification - This is a brief description of the justification to
submit for over $500K. The character limit 500.

NOTE: If the $500K request is being submitted for a Renewal (Type
2) application, the user may also provide the Activity Code and Serial
Number of the grant family.
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3. When finished, click the appropriate button at the bottom of the
$500K - Modify Request screen for the next action.

Submitting the $500K Request
All required (*) fields must be populated before submission.

o The PI may now submit the request.

« If the PI chooses to do so, they may route the request to an SO for review
and final submission.

« Upon a successful submission, the system will send an email notification
the submitter, as well as to the associated PI, informing them that the
request was submitted to the Agency.

1. Click Submit.

The Submit Confirmation screen will appear.

Submit Confirmation

Do you wish to submit this 500K request?

2. Click Yes and a Success notification will appear at the top of the screen.

Success: Your 500K request has been successfully submitted to agency.

12.18 Withdraw a Grant Application

NOTE: Both PIs and SOs may initiate Withdrawal Requests but only an SO may
submit them.

Initiate a Withdrawal request:

1. From the Prior Approval landing screen drop-down menu, select
Withdrawal Request from Request type: and click Go.
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Prior Approval @

Initiate a Prior Approval Request

Selectthe type of request you wish to initiate.

Request type:

‘Select arequesttype

Withdrawal Request
Change of PDYPI Request

Mo Cost Extension Request
L= -

« The system displays a hitlist of all grant applications eligible for
withdrawal in the Withdrawal - Available Grants screen. The type of
information displayed is based on the users' role.

« A PI will see grants that are eligible for withdrawal on which they are
the contact PI.

Prior Approval Request withdrawal - avaitable Grants @

The followang granis are eligibde for withdrawal. Please select one grant and chick the Initiate Withdrawal Request button

Show 10 ~ | entres
Grants.gov Tracking # & Application|D & Project Title ¥ Application Status § eSubmission Status Date
GRANT 012345 1R1234567-01 Tithe of Grant Application Panding IRG Raview 2016-01-25 1843340

Showing 1 to 1 of 1 entries

« An SO will see grants eligible for withdrawal at their institution. The
SO also has the ability to search by entering; Grants.gov Tracking #;
Application ID (Grant Number); or the PI name, and then selecting
the Search button.

NOTE: When searching by PI, the hitlist will only show those grants
on which that investigator is the contact PI. If the investigator is
associated with a Multi-PI grant, but is not the contact PI, those
grants will not be part of the search results.
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Prior Approval Request witharawal - availabie Grants @
The foliowng grants are elgible for withdrawal Please select one grant and chck the Initiate Withdrawal Request bution
Search Grants.gov Tracking & Search Application ID Search Pl
L S {
Show 1 - | enfries
Grants.gov eSubmission Status
Tracking # % Application ID % Project Title % Application Status % PlName %+ Date -
GRANT123456TBA 1AD1AB123458.07  Tithe of Grani Apphcation Pending IRG Review Fi Hame 2016-01-28 1908550
GRANT123456TBB 1ADIAB123456.01  Titke of Grand Application 2 Pending IRG Review Pl Hame 2016-01-28 17:03.55.0
- 2 3 4 =] & Mena
N | Inatiate Withdrwal Request ]

« Applications that have gone through council review and any with the
following statuses will not display in the hit list.
o Awarded
o Withdrawn
o Canceled

2. Select one grant application by clicking the radio button on the left.
3. Select the Initiate Withdrawal Request button to initiate the

withdrawal request.
« The user is redirected to the Modify Request screen, where they can

add justifications and supporting documents for the request
withdrawal (see Modify Prior Approval Requests).

NOTE: There are times that the agency may be taking action on the
application that will prevent users from withdrawing their application through
Prior Approval system. In these cases, the system will display the following
error: There is a pending agency action on Application, please submit your
withdrawal request to Division of Receipt and Referral.

Once the Withdrawal Request is ready to submit, an SO must perform that
action. See Submit a Withdrawal Request for more information.

Modify an Existing Prior Approval Request

Once a Prior Approval Request is initiated, it is available for modification by the
current reviewer.

Users are taken to the Modify Request screen when the user selects:
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« The Initiate button from the Available Grants screen
« The Modify button from either the List My Requests hitlist, or the Search
Prior Approval Request hitlist.

To Modify the Request:

The Modify Request screen contains a read-only heading section and request
information.

Prior Approval Request withdrawal - Medity Request @
rNt}lB: Requred fields. ara marked with an *
Request ID -
2040 This area
Principal Investigator (F1) Grants gov Tracking Application 1D —
Pi Name: GRANTSIM 2345676 1 RO AfZ3458.01 Cann01 be
Project Tithe EdltEd
Propct Tiile S —_—
[ Justification: ) 3
Enter pustificabion for withdrawal of apphcation here . - "
Use this area
Total remainmng allowed limil s 4000 characlers .
to provide
Supporting Documents informaﬁon
£ Upload —and to manage
the Prior
File Narme Date Created Action Appro“fal
@ PO1 - progect 1- R1.pdf D5ME2016 Wi Dbtz Request
1 Cancel View History m Route | Dt m

Users may perform the following actions on the Modify Request screen:

1. Enter or modify Justification.

2. Upload PDF documents (not to exceed 5MB. Some limits on the number of
documents may apply per FOA or PO direction). The user may also delete
uploaded PDF documents.

Select the View History button to see the actions taken so far.

Route the request (from SO to PI or vice versa).

Delete the request.

Select the Save button to save any changes on the screen.

Select the Cancel button to return to the Prior Approval landing page.

N U kW

NOTE: $500K requests cannot be deleted

Submit a Withdrawal Request

NOTE: Only a Signing Official (SO) can submit a withdrawal request and only
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when the SO is the current reviewer of the report.

Tip: Grantees are strongly encouraged to review the Withdrawal Request prior
to submission, to ensure all relevant information and attachments are

provided.

To submit the Withdrawal Request to agency:

1. Select the Modify button from the Action column of the List My Requests
screen. Users are automatically directed to the Modify Request screen.

Home Admin lnsifution Profile  Persond?
List my Requests

show 1 = | entries Prior App
Regquest Fricr A|

4] - Tip# 4 acvons
10024 SO0K, Moy
0 500K Moy
002 SO0, WOy

0 Wihdrawa oy
10008 NEhdre Foddy

| N

showing 1 09 & of & &

Prior Approval Request{indrawal - Modity Request)@
Mote: Reguired fiekds are marked with an
Request ID
3003
Principal Investigator (P1) Grants.gov Tracking
Pl Name GRANTS1Z3456789

Application ID

1 R01 AN23456-01
Project Tithe

Progect Title

Justification

Enles justiication for withdrawal héne

Supporting Documents
1 Upload . !

File Mame Date Created Action
No documants provided

Cancel Wiew History LG Foule | Delele @

2. Once the required justification has been entered, and all supporting
documents have been uploaded, select the Submit button from the
bottom of the Modify Request screen.

3. A confirmation box displays. Click Yes.

Confirmation

Are you sure you wish 1o submit 1o Agency?

- A message displays on the screen indicating that the request
has been successfully submitted.
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Success: Your withdrawal request has been successfully submitted to agency.

« A notification is sent to the submitting SO and PI(s) that the
Withdrawal request has been submitted to Agency.

12.19 Requesting a No Cost Extension
Requests for No Cost Extensions (NCEs) may only be initiated by a Signing Official (SO).
A No Cost Extension may be requested in the following situations:

o If the Grant has previously had a No Cost Extension and less than 90 days remain before
project period End Date.

o The Grant has previously had a No cost Extension and the application is within 270 days
after the end of the project period End Date has passed, but the grant has not been closed.

o The Grant does not have an expanded authority and less than 90 days remain before the
project period end date.

o The Grant does not have an expanded authority and the application is within 270 days after
the end of the project period end date has passed, but the grant has not been closed.

Users may modify these requests until they are submitted to the agency.

NCEs may not be submitted if they contain errors but they may be submitted with warnings.
NCE request may not be submitted for grants for which the closeout process has begun.
Initiate a No Cost Extension

Log into Commons and select the Prior Approval tab.

From the drop-down menu in the Initiate a Prior Approval Request section, select the option for
a No Cost Extension and click the Go button.

Initiate a Prior Approval Request

Selectthe type of request you wish to initiate.

ect a request type El Go

Select a requesttype

Request type:| Se

Mo Cost Extension

Withdrawal Reguest
Change of PDIPI Request
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The No Cost Extension - Modify Request screen will open. All fields and listed documents are
required in order to submit the request.

Home Admin Institution Profile Personal Profile Status ASSIST  Prior Approval RPPR  XTrain  XTRACT Admin Supp
eRA Partners Non-Research

Prior Approval Request No Cost Extension - Modify Request @

Application Information

PD/PI User ID Name of PD/PI Grants Management Specialist Program Official

GEORGE_BURMNS Burns, George Allen, Gracie Birnbaum, Mathan
eRATest@mail.nih.gov eRATest@mail nih.gov
{919) 316-4666 (240) 555-5555

Type Act IC Serial# Year Suffix Application Title

SU0TES123456-10 Functional Genomics of Chemical-induced Acute Lung Injury

Institution Budget Period Project Period

UNIVERSITY OF VAUDEVILLE 05/01/2015 - 04/30/2017 09/29/2006 - 04/30/2017

Request Detail
Request ID: 652

Number of Months PTBPBSEd BI.IdgEt Period End Date Prr.:pr.:sed Prr.:ject Periocd End Date
5 E|
Amount of Unnhligated Balance Do Assurances Remain in Place? Does Pl Maintain Measurable Effort?

0 Yes [x] | Yes B
Progress Report

2 Upload Drag up to 1file(s) here to upload.

File Name Date Created Action

ProgressReport_test pdf 02/10/2017 View | Delete

Budget Document

2 Upload Drag up to 1file(s) here to upload.

File Name Date Created Action

Budget_test.pdf 0210/2017 View Delete

Justification Document

2 Upload Drag up to 1 file(s) here to upload.

File Name Date Created Action

Justification_test. pdf 02/10/2017 View Delete

(ancr ) e oy ) RN ot ) (D

Saving the request for later completion and submission (if needed)

If it is necessary to complete the request at a later time, click on the Save button. A confirmation
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message will be displayed if all required fields have been completed.

Prior Apprcval Request Mo Cost Extension - Modify Request @

B Success: Reguest saved successfully

Modifying a request

Between the time that a request has been initiated and before it is submitted to the agency, an
SO may modify the request.

The SO may perform this action by clicking on either List My Requests (if the SO initiated it), or
Search for Requests (if a different SO initiated the request) from the Prior Approval landing

page.

Existing Prior Approval Requests

To view Prior Approvals pending S0 review, please select List My Requests.

To search for Priar Approval requests from your institution please select Search for Request.

= List my Requests Q, Search for Requests

From the resulting hitlist, select the Modify link in the Action column. This will take the user to the
Modify Request screen.

Home Admin Institution Profile Personal Profile Status ASSIST | Prior Approval | RPPR xTrain  XTRACT Admin Supp eRA Partners Non-Research

List my Requests @

Show 10 E| entries « Back to Prior Approval
RequestlD » Request Type % Pl Name * Application ID ¥ Project Title ¥ Action
751 Change Of Pl TAM. RIVER TRF1AG123456-01 FIREFLY TEST PROJECT ALPHA Modify
652 No Cost Extension  Reynolds, Malcom "Mal"  5U01ES123123-10  FIREFLY TEST PROJECT BETA
400 Change Of Pl Frye, Kaylee TK0THL999999-01 FIREFLY TEST PROJECT CHARLIE Moaity

Showing 1 to 3 of 3 entries

Previous Next

On the Modify Request screen, update the information as appropriate. At this stage, all of the action
buttons at the bottom are available. You may choose to,
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Submit - if all of the information is entered and accurate

Save - if additional updates may still be required

View History - to see the actions that have been taken so far and who performed the action

Cancel - if the current actions should not be saved

Delete - to remove the request entirely.

Home Admin Institution Profile Personal Profile Status ASSIST  Prior Approval RPPR  XTrain  XTRACT Admin Supp
eRA Partners Non-Research

Prior Approval Request No Cost Extension - Modify Request @

Application Information

PD/PI User ID Name of PD/PI Grants Management Specialist Program Official

GEORGE_BURMNS Burns, George Allen, Gracie Birnbaum, Mathan
eRATest@mail.nih.gov eRATest@mail.nih.gov
(919) 316-4666 (240) 555-5555

Type Act IC Serial# Year Suffix Application Title

5U01ES123456-10 Functional Genomics of Chemical-induced Acute Lung Injury

Institution Budget Period Project Period

UNIVERSITY OF VAUDEVILLE 05/01/2015 - 04/30/2017 09/29/2006 - 04/30/2017

Request Detail

Request ID: 652

Number of Months Proposed Budget Period End Date Propesed Project Period End Date

5 B2
Amount of Unobligated Balance Do Assurances Remain in Place? Does Pl Maintain Measurable Effort?

0 Yes [x] | Yes B

Progress Report

Drag up to 1file(s) here to upload.

X Upload
File Name Date Created Action
ProgressReport_test pdf 02M10/2017 View Delete

Budget Document

2 Upload Drag up to 1file(s) here to upload.

File Name Date Created Action

Budget_test.pdf 0210/2017 View Delete

Justification Document

2 Upload Drag up to 1 file(s) here to upload.

File Name Date Created Action

Justification_test. pdf 02/10/2017 View Delete

(ancr ) e oy ) RN ot ) (D
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Canceling a request

When you click on the Cancel button your browser will leave the Modify Request page and go
back to the previous page. You will be presented with a confirmation message to confirm your
actions. Once Yes is clicked, you will be taken back to the previous page. If you have saved any
information in the Modify Request page, it will still be available to update later.

Confirmation

Are you sure you woukd like to Cancel? All changes will be lost.

] -

Deleting a request

If you decide to delete the request while on the Modify Request page, simply click on the Delete
button and any activity you have performed will be deleted and the screen will return to the prior

page.

If you have saved information and are no longer on the Modify Request page, you may still look
up the request from the Prior Approval landing page. Click on the List My Requests button to list
requests that you have initiated, or click on the Search for Requests button and perform a search
to find the request to be deleted.

From the resulting hitlist, for either method, click on the Modify link in the Action column for the
desired request. This action will open the Modify Request page. At the bottom of the page, click on
the Delete button. You will be presented with a confirmation message to confirm your actions.
Once Yes is clicked, you will be taken back to the Prior Approval landing page.

Submitting the request to the agency

When all fields have been populated and all required files have been uploaded, click on Submit to
send the request to the Agency. A confirmation message will be displayed asking for a second
confirmation that you wish to submit. Click on the Yes button on that message to submit. Once the
system validates that all required fields have been completed and all required documents uploaded,
a message will be displayed indicating a successful submission.

Confirmation

Are you sure you wish to submit to Agency?

-

Prior Approval Request no cost Extension @

B Success: No Cost Extension request has been successfully submitted to Agency
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If the grant has been closed, it will not be eligible for an NCE and an error message will display.

© Error: This grant has been closed and is no longer eligible for a No Cost Extension

View the history of the request

Use either the List My Requests or the Search for Requests button to find the request.

Existing Prior Approval Requests

= List my Requests

To view Prior Approvals pending SO review, please select List My Requestis.

To search for Prior Approval requests from your institution please select Search for Request.

Q, Search for Requests

In the resulting hitlist, select the Modify or View History link in the Actions column. The link will
say Modify until the request has been submitted to the agency. After a successful submission, the

link will change to View History.

List my Requests @

Showing 1to 2 of 2 entries

: Pl View
Show 10 |=| entnes « Back to Prior Approval
RequestID « RequestType 5 Prior Approval Status = Application ID + ProjectTitle < Action
2040 Withdrawsal In Progress Pl 1 RO1 A123456-01 Project Title Modify
2041 Mo Cost Extension  In Progress 50 1R01 4999993402 Projact Title 2 View PDF
View History

Previous - Mext

List my Requests

Withdrewsl

Showing 1 10 5ol & enlries

Sher | entries

Raquest Pricr Approval

[ e] - Type = Pl Hame

10024 500K sMEAD
ra

10021 Mo Cost Extension ssscs

10620 S00K ALLE

10017 Mo Cost Exdension za

10008 ALMHES

SO View

= Grant Humber = Application Tite *
IDATIMER AR Test Application 1
SDGAE AL Test Application 3
Al Test Application 3

RTINEIINI3014T  Genetic Adeptstions to Antibioties: Role in verious persistent

endovecular infections
Tergeting R155H p@7_VCP to trest & variety of rere
degenerstive nenvous system disonders

RZINE1IE4E50141

« Back o Prior Appros

Actions

Moty

Moddy
Moty

View PDF
View History

Mocty
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Clicking on the Modify link will open up the same Modify Request screen used for the initial
information. At the bottom of the screen, click on the View History button to see the history of the
request.

Clicking on the View History link from the search results Action column or the View History
button from the Modify Request screen will open up the View History screen that will show what
actions have taken place on the request.

Prior Approval ReCIuest ® NoCostExtension-View History
Request ID
20897

Principal Investigator (P1)

Grint, Rupe
Application ID
AAA23456TED
Action Taken By « Ewvent + Action Date * Request Status + Comment =
Malfoy, Draco Initiate 04/04/2016 In Progress SO
Malfoy, Draco Submit 04/04/2016 Submitted to Agency

Showing 1 te 2 of 2 entries

12.20 Requesting a Change of PD/PI on a Grant

When it is necessary to change the PD/PI(s) on a grant, an SO may use the Prior Approval
module to create and submit the request to the agency.

PD/PIs will not see the option for a change of PD/PI(s) when they log in to Commons and access
the Prior Approval module.

The following are the available functions and who may process them:

« Initiate: any SO

o Modify/Save: Current Reviewer
o Delete: Current Reviewer

o Route: Current Reviewer

e Submit to Agency: any SO

o View: actor who is not the current reviewer
m Current Reviewer is determined by the role of user and the Change of PD/PI Status
(for example, if an Change of PD/P1 is SO Pending, any SO can work on the request.)

Initiate a Change of PD/PI Request

1. User selects Change of PD/PI Request from the Request type: drop-down menu.
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Prior Approval @

Initiate a Prior Approval Request

Select the type of request you wish to
initiate.

Request type:
l [ Change of PD/PI Request | El

2. System displays eligible grants as outlined below:

Home Admin Institution Profile  Personal Profile  Status  ASSIST | Prior Approval  RPPR xTrain xTRACT Admin Supp eRAParners MNon-Research

Prior Approval Request change of PD/PI - Available Grants @

The following grants are eligible for Change of Pl. Please select one grant and click the Initiate Change of Pl button.

Search Grant Number Search PI

Clear Search

Show 10 Elentries

Grant Number = Project Title = PlName = Budget Period End Date
(C) 1R15DE123456-01 Genome Data Mining Tester, First 06/30/2019
._:__. 1RD1GMB54321-01  Mechanisms of regulation of DNA repair helicases Tester, Second 0713112017
._:__. 1R15E5123456-01A1 The Role of the Peritoneum Pathogenesis TESTER, THIRD 0713112017
._:__. 1RO1GM123456-01 Integration of Small RMAs in Control of Salmonella Pathogenicity  TESTER, FOURTH 071312017
() 1R21HL123456-01a1 Development of a Liposomal Nanostimulator Tester, Fifth 0713112017
2R01GMO00123-05  Phosphatidic acid regulation of mTOR signaling TESTER, SIXTH 0713112017
._:__. 1K22A1123456-0141 Defining novel mechanisms of influenza virus gene regulation Tester, Seventh 06/30/2017
._:__. 1R21HLG54321-0141 An objective noninvasive single-cell method to identify HSC TESTER, EIGHTH 063052017
.,:_,. 1R21MHB54321-01  MNovel DNAzyme sensors for lithium and sodium Tester, Ninth 063002017
._:__. 1R21HLE54321-014A1 The 23rd Annual Midwest Microbial Pathogenesis Conference TESTER, TENTH 06/20/2017

Showing 1 to 10 of 30 entries

Previous - 2 3 Mext

I Initiate Change of Pl
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98]
[

Grant year is the most recent awarded year in the segment

o Grant family is not past the Project Period End Date

Grant is not a Fellowship

Grant is from an IC/Agency that supports Change of PD/PI

o Administrative Supplements cannot have a Change of PD/PI initiated

4. SO selects a grant and initiates request:

NOTE: If the grant selected already has a pending Change of PD/PI request already
pending in the PA Module, the system will display an error message. This error message will
contain the pending request number which is a link from which user can access the pending
request.

Prior Approval Request Change of PD/PI - Available Grants @

@ Error: There is already a Change of PDIP| Reguest pending in Commons for 1R01NS092641-01A1; | Request #651 ‘

« Ifno pending request exists, the system assigns a Prior Approval ID number to the
request

o Request is set to: In Progress SO

o The user is taken to the Change of PD/PI Modify Request page
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eRA Partners Non-Research

Name of PD/PI
Crystal, Billy

PD/PI User ID
CRYSTALMAX

Type Act IC Serial# Year Suffix
1K01HL123456-01

Institution
UNIVERSITY OF FLORIN

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR xTrain XTRACT Admin Supp

Prior Approval Request change of PD/PI - Modify Request @

Application Information

Program Official
Mantoya, Inigo
eRATest@mail nih.gov
301-555-5555

Grants Management Specialist

Max, Miracle

eRATest@mail.nih.gov

301-555-5555

Application Title

Efficacy of revitalization medicine coated in chocolate

Project Period
08/01/2016 - 07/31/2021

Budget Period
08/01/2016 - 07/31/2017

Request ID: 400
PD/PI Assigned to Current Grant Year

X Upload
Add/New

PD/PI Name PDIPI ID
Crystal, Billy CRYSTALMAX Y
Effective Date

middiyyyy 2]

Request Detail

PD/Pl Name PDI/PI ID
Crystal, Billy CRYSTALMAX
Level of Effort in Person Months
PD/Pl Name PD/PI ID Contact PD/PI Calendar Academic Summer
Last name, First name I:l
Biosketch Other support

Contact PD/PI

cal Aca sum Bio Sketch  Other Support Action

Maodify  Delete

Justification Document

Drag up to 1 file(s) here to upload.

X. Upload

File Name Date Created Action

No documents provided

l Cancel H View History l Save

The Change of PD/PI Modify Request page consists of a read only header, OPERA -
mandated questions (which may be optional), and IC specified document uploads.

The current reviewer may modify the following on a Change of PD/PI Modify Request:
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e AddaPD/PI
o Remove PD/PI
o Mark PD/PI as Contact PD/PI
o Add Level of effort for PD/PI (calendar, or academic and/or summer)
« Effective Date
« Justification
o Leadership for Grants that will become MPI
o Upload Bio Sketch (for each PD/PI)
o Limit one (1) PDF per PD/PI, and file may not exceed 6 MB.
o Human Subjects checkbox
o Other Support upload (for each PD/PI)
o Other Documents (up to 10, 6 MB size limit per file)
« IC specific upload

4. When information for a new PD/PI is entered, click on the Add/New button. A confirmation
pop-up will open, click the Yes button to confirm the change.

Replace existing PD/PI

Do you wish to Replace existing PD/PI

5. The SO may Save the request at this time if the request is not ready to submit. When the
Save button is clicked, a message should appear at the top of the page indicating that the
request has been saved.

Prior Approval Request change of PD/PI - Modify Request @

B Success: Request saved successfully.

Submit the request to the agency

When all fields have been populated and all required files have been uploaded, click on Submit to
send the request to the Agency. A confirmation message will be displayed asking for a second
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confirmation that you wish to submit. Click on the Yes button on that message to submit. Once the
system validates that all required fields have been completed and all required documents uploaded,
a message will be displayed indicating a successful submission.

Confirmation

Are you sure you wish to submit to Agency?

v

Prior Approval Request Change of PD/PI - Available Grants @

Success: Change of PDIPI Reguest has been successfully submitted to Agency

Other actions that occur are:

« System generates a PDF of the request including uploaded documents
« System sends notifications (SO, GMS, PO)

o System Stores PDF in Grant Folder for internal and external users

Cancel a request

When you click on the Cancel button your browser will leave the Modify Request page and go
back to the previous page. Y ou will be presented with a confirmation message to confirm your
actions. Once Yes is clicked, you will be taken back to the previous page. If you have saved any
information in the Modify Request page, it will still be available to update later.

Confirmation

Are you sure you would like to Cancel? All changes will be lost.

] -

Delete a request

If you decide to delete the request while on the Modify Request page, simply click on the Delete
button and any activity you have performed will be deleted and the screen will return to the prior

page.

If you have saved information and are no longer on the Modify Request page, you may still look
up the request from the Prior Approval landing page. Click on the List My Requests button to list
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requests that you have initiated, or click on the Search for Requests button and perform a search
to find the request to be deleted.

From the resulting hitlist, for either method, click on the Modify link in the Action column for the
desired request. This action will open the Modify Request page. At the bottom of the page, click on
the Delete button. You will be presented with a confirmation message to confirm your actions.
Once Yes is clicked, you will be taken back to the Prior Approval landing page.

View the history of the request

Use either the List My Requests or the Search for Requests button to find the request.

Existing Prior Approval Requests

To view Prior Approvals pending SO review, please select List My Requestis.

To search for Priar Approval requests from your institution please select Search for Request.

= List my Requests Q, Search for Requests

In the resulting hitlist, select the Modify or View History link in the Actions column. The link will
say Modify until the request has been submitted to the agency. After a successful submission, the
link will change to View History.

Home Admin Institution Profile Personal Profile  Status  ASSIST | Prior Approval  RPPR xTrain  xTRACT Admin Supp eRAPariners Mon-Research

List my Requests @

Show 10 E\ entries «Back to Prior Approval
Request Request

D - Type + PlName < Application 1D <+ Project Title + Action
350 Change Of Pl Porter, EleanorH. 1RZ2IMH123456-01 Case studies observing the effect of optimism in outcomes Moadify

306 Change Of Pl Mills, Hayley 1R15DE123456-01 Recoveryresults comparing the effedivness of Vil

gw P
ViewHistory

9006 Withdrawal Pickford, Mary 1R21EY12345601A1  Studyingthe Pollyanna effecton corneal transplant Modify
recovery outcomes

postive mental attitude compared fo placebos

Clicking on the Modify link will open up the same Modify Request screen used for the initial
information. At the bottom of the screen, click on the View History button to see the history of the

request.

Clicking on the View History link from the search results Action column or the View History
button from the Modify Request screen will open up the View History screen that will show what
actions have taken place on the request.
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Home Admin Institution Profile  Personal Profile  Status  ASSIST | Prior Approval | RPPR - FFR xTrain  xTRACT FCOI
Admin Supp eRAParners MNon-Research

Prior Approval Request change of PD/PI - View History @

Request ID Principal Investigator {Pl) Grant Number
350 PORTER, ELEANOR H TRZ21MH123456-01
Project Title

Case studies observing the effect of optimism on outcomes

Action Taken By Event Action Date Request Status Comment
Whittier, Pollyanna SUBMIT 0210812017 Request Submitted
Whittier, Pollvanna INITIATE 02/08/2017 Request Initiated

12.21 Carryover
12.21.1 Overview

Carryover is a process through which unobligated funds remaining at the end of the budget period
may be carried forward to the next budget period. The carryover of funds allows the Grantees to
use the unused prior year funds in the current budget period. Grantees are allowed to carryover
funds automatically if they have the expanded authority for their application for all others, Grantees
need to submit a carryover request to their respective Grants Management Specialists and Program
Officials who will review their request.

12.21.2 Eligibility Criteria

To be eligible for a Carryover request through the Prior Approval module, the Grantees should
have satisfied the following conditions:

o The grant is still active, meaning the project period has not ended, or a Prior Approval NCE
request has been submitted by the institution requesting additional time and the grant has not
gone into closeout or unilateral closeout.

o The grant does not have an Expanded authority (Expanded authority is based on the activity
code of the application, or set by the IC in GM Module).

o The request date is within the current budget period date.

o The grant is not for a Fellowship application.

12.21.3 Required Information and Documents

Grantees who satisfy the above conditions are allowed to submit their request through the Prior
Approval module available in their Commons system. When submitting their request, enter the
amount of the funds to be carried over in the Request Details section. In the remaining sections,
upload the following PDF documents.

o Explanation of unobligated balance
o Detailed Budget
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o Scientific Justification
12.21.4 Validation on Submission
When the request is submitted, the NIH system will verify;

o That all required fields have been filled out.

o The system will display a warning message if:
o There are any Prior year outstanding FFRs (Federal Financial Reports) that need to be

submitted.

Or

o Any prior year FFR has been submitted and rejected by the agency and the grantee
has resubmitted the FFR.

12.21.5 No Cost Extension and Carryover

If the grant is eligible for a No Cost Extension when the Carryover request is initiated, the system
will provide the ability to initiate a No Cost Extension. A No Cost Extension request can be
initiated if either of the following conditions are satisfied

« If Project period end date is with 90 days.

Or

o The Project Period End Date has passed, and the grant is not in closeout or unilateral

closeout.

12.22 Carryover Request Process
12.22.1 Initiate Carryover Request

To initiate a Carryover request, the SO will open the Prior Approval module in Commons and
select Carryover from the Initiate a Prior Approval Request drop-down menu.
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Prior Approval @

Initiate a Prior Approval Request

Select the type of request you wish to initiate.

Request type:

il
MNo Cost Extension

Carryover Request
est

All grants eligible for Carryover will be displayed. From the displayed grants, select the one for
which the request is to be initiated and then click the Initiate Carryover button.

Home Admin Insftution Profile Personal Profile Status ASSIST | Prior Approval | RPPR  xTrain  XTRACT Admin Supp eRA Pariners Non-Research
Prior Approval Request carmyover - Available Grants @
The following grants are eligible for a Carryover. Please select one grant and click the Initiate bution fo get starfed.
Search Grant Number Search PI
ast name, first name
Clear Search
Show | 10 v | entries
Grant Number - Project Title Pl Name = Budget Period End Date =

O SUMAHLA 23456402 Genomics of Human Cardiovascular Lineages QUIGLEY, MATTHEW 07312017

O 5UM1AI999999-04 HIV CENTERS FOR UNDEREPRESENTED POPULATIONS SAN GIACOMO, LAURA 1113002017

(@] SUM1AIM23456-11 CD4 Collaborative Clinical Trial Unit ZAPPA, WILLIAM 1113002017

5UH3TRO99999-04 ADVAMCEDFIELD DEVICES FORBLOOD TESTS FORHIVAMND OTHER ~ BROWN, JONATHAN 071312017

O SUH3TR123456-04 Early Identification of Pregnancies at Risk for Placental Dysfundion DAVITT, KAREN 073112017

O 5U54HL999999-05 Integrating Data for Analysis, Anonymization, and Sharing KRAPE, EVELYN 063072017

(@] 5U54HD123456-33 Center for Reproductive Science and Medicine MARSTOMN, ELLIOT 07/3112016

O 5U54CA999999-07 Energetics & Breast Cancer FOSTER, KYLIE 0s/3112017

(@] 554 CA123456-07 Cancer Center Comprehensive Partnership EHLERS, JEROME 0813172017

O 5U24DK999999-05 MIDDK Network Coordinating Unit SWEET, JOMATHAN 113002017
Showing 1to 10 of 98 entries Previous 213 2al5] - 10 | Nex

Cancel

The Modify Request screen for Carryover will open.
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Home Admin Institution Profile Personal Profile Status ASSIST | Prior Approval | RPPR xTrain  ®xTRACT Admin Supp eRA Partners
Non-Research
Prior Approval Request camyover - Modify Request @
¥ y q

Application Information

PDIPI User ID Name of PDVPI Grants Management Specialist Program Official

GADGETGLUY BROWM, JOMNATHAN Summer, Crea Adams, Don
eRATest@mail.nih.gov eRATest@mail.nih.gov
240-555-0000 301-555-0000

EZITA Type Act IC Serial# Year Suffix Application Title

SUMTA123456-11 ADVAMCEDFIELD DEVICES FORBLOOD TESTS
FORHN AMD OTHER DISEASES

Institution Budget Period Project Period

GADGET UNIVERSITY at DiC 12/01/2016 - 11/3002017 01/01,2007 - 11/30/2020

Request Detail

Request ID: 1234
Amount of funds to be carried over

Explanation of Unobligated Balance

Drag up to 1 file{s) here to upload.

X Upload
File Name Date Created Action

Mo documents provided

Detailed Budget

2 Upload Drag up to 1 file(s) here to upload.

File Name Date Created Action

No documents provided

Scientific Justification

2 Upload Drag up to 1 file(s) here to upload.

File Name Date Created Action

No documents provided

Cancel View History Delete

o Each section of the Modify Request page is required. These sections include:
o Application Information - Pre-populated from system information. If the grant is a
Multi-IC grant, the PO shown will be the one associated with the primary IC.
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o Request Detail - The Request ID is system-generated. The amount of funds to
carryover must be entered. This field only accepts numbers and period with values up
to two decimals.

o Explanation of Unobligated Balance - Upload a single PDF document in this
section detailing why funds were not spent.

o Detailed Budget - Upload single a PDF document in this section with a budget that
incorporates how the carryover funds will be spent.

o Scientific Justification - Upload a single PDF document in this section that explains
the need for the carryover funding from a scientific perspective.

« Click on Save to preserve any changes made. A message will be displayed to indicate a
successful save and they system will remain on the page.

o Once all information has been entered and uploaded, click on Submit. This will validate the
request to ensure all required items have been included and mark the application as
"Submitted to the agency".

o Once either Save or Submit is selected, the View History button will be available to show
the progression of changes made to the request.

« If changes made to the Modify Request screen should not be kept, click the Cancel button.
This will take the user back to the page from which they entered the Modify Request page.

« Ifthe Carryover request should be removed, select the Delete button. A pop-up message will
appear to confirm the action. If "Yes" is selected, all information related to the request will
be removed. If "No" is selected, the system will stay on the Modify Request page.

12.22.2 View Saved or Submitted Requests

o Once a Carryover request has been saved or submitted, it can be viewed again by selecting
either the List my Requests or the Search for Requests button.

| Existing Prior Approval Requests

To view Prior Approvals pending SO review, please select List My Requests.

To search for Prior Approval requests from your institution please select Search for Request.

iE List my Requests Q, Search for Requests
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o Choosing List my Requests will display a list of a// prior approval requests. For institutions
with several prior approval requests, it may be more efficient to use the Search for
Requests option instead. This gives the option to search specifically for Carryover requests.

Home Admin Institution Profile  Personal Profile  Status  ASSIST | Prior Approval  RPPR ¥Train  ¥TRACT Admin Supp eRAPartners MNon-Research

Search Prior Approval Requests @
« Back to Prior Approval
Request ID Request Type Request Status Pl Lookup {by Last Name, First Name)

Select a request type ﬂ Select a status E Last name. First name

Activity Code IC Submission Date Range: From Submission Date Range: To

Withdrawal Request
Mo Cost Extension Request Jale stan & date end ==

C Carryover Request I

Change Of PI Request
500K Request

Clear Search

o The resulting hitlist will display only Carryover requests. The options in the Action column
will be determined by the status of the request.
o Those that are In Progress SO will have a Modify option.
o Those with a status of Submitted to Agency will have the options to View History and
View PDF.
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Home Admin Institution Profile  Personal Profile  Status  AS3IST | Prior Approval  RPPR ¥Train xTRACT Admin Supp eRAPartners
MNon-Research

Search Prior Approval Requests @

« Back to Prior Approval

Request ID Request Type Request Status Pl Lookup (by Last Name, First Name)
request id Carryover Request E Select a status Izl L ast name, First name

Activity Code IC Serial Submission Date Range: From Submission Date Range: To
activity code E serial num date start = date end =

Clear Search Search

Show | 10 Bentries

Request Request Request
D - Type = PlName = Status = Application ID = Project Title = Actions
B Carryover PARKER, In Progress S0 SUSACAT23456405 Energetics & Breast (Wodiy )
MARY-LOUISE Cancer -
s Carryover MOSES, FRANK Submitted to SUS4CA12345607 Cancer Center Wiew History
Agency Partnership View PDF
e Carryover WILLIS, BRUCE InProgress 50 SUM1AI123456-11 HIV CENTERS FOR Modify
UMNDEREFPRESEMNTED
POPULATIONS
R Carryover ROSS, SARAH Submitted to 5UB4HL 12345605 Integrating Data for View History
Agency Analysis, and Sharing View PDF
i Carryover ROSS, SARAH Submitted to AUS4HL 12345605 Integrating Data for View History
Agency Analysis, and Sharing View PDF
#EEE Carryover DREYFUSS, Submitted to 2T32GM123456-26 BIOPHYSICS TRAINING  View History
RICHARD Agency PROGRAM View PDE
B Carryover MIRREN, HELEN Submitted to 524D A12345602 Consortium Coordinating  View History
Agency Center View PDE
FEEE Carryover SIMONOV, IVAN Submitted to 2T32MH123456-16A1 Training Program in View History
Agency Coagnitive Meuroscience View PDF
i Carryover DUNMNING, Submitted to SU0TNS12345605 Modulators for the View History
ALEXANDER Agency Treatment of Alzheimer View PDF
FEER Carryover ROSS, 5ARAH Submitted to 554HL 12345605 Integrating Data for View History
Agency Analysis, and Sharing \iew POF

Showing 1to 10 of 46 entries

Previous - 2 3 4 5 Mext

12.22.3 Modify Request

« As indicated above, use the options in the Existing Prior Approval Requests window to
locate the request to be modified.
o Click on the Modify link in the Actions column.

Status Module 224 September 27,2017



eRA Commons User Guide

o The Modify Request screen will open showing what the information that has been entered
and uploaded.
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Home Admin Institution Profile Personal Profile Status  ASSIST | Prior Approval  RPPR xTrain  xTRACT Admin Supp eRAFarners

MNon-Research

Prior Approval Request carryover - Modify Request @

Application Information

PDVPI User 1D Name of PDIPI Grants Management Specialist Program Official

GADGETGUY BROWM, JONATHAN Summer, Cree Adams, Don
eRATest@mail.nih.gov eRATest@mail.nih.gov
240-555-0000 301-555-0000

EZT3 Type Act IC Serial# Year Suffix Application Title

SUMTA123456-11 ADVAMCEDFIELD DEVICES FORBLOOD TESTS
FORHIV AND OTHER DISEASES

Institution Budget Period Project Period

GADGET UNIVERSITY at DiC 12/01/2016 - 11/30/2017 01/01/2007 - 11/30/2020

Request Detail

Request ID: 1234
Amount of funds to be carried

over
Explanation of Unobligated Balance
x Upload Drag up to 1 filefs) here to upload.
File Name Date Created Action
20120726012430-2. pdf 06/012017 View Delete

Detailed Budget

+ UD|Oﬂd Drag up to 1 file(s) here to upload.
File Name Date Created Action
20120726012430-2 pdf 06/01/2017 View Delete

Scientific Justification

4 Upload Drag up to 1 files) here to upload
File Name Date Created Action
20120726012430-2 pdf 06/01/2017 View Delete

No Cost Extension

You have submitted Mo Cost Extension Request #1234 on 05/26/2017, you may view your request here 1234,
You have submitted Mo Cost Extension Reguest #3999 on 05/11/2017, you may view your request here 9999
You have submitted Mo Cost Extension Request #0000 on 04/05/2017, you may view your request here 0000
Your project period ends on 05/31/2017, do you wish to initiate another No Cost Extension Request?

' Yes
'-._.-'No

Cancel View History
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o In the Modify Request screen, the amount requested may be changed and any uploaded
documents may be replaced by deleting the current document and uploading the new one.
Click Save if more data will be added later or Submit if the request is complete.

e No Cost Extensions already submitted for the grant will be listed and the request number will
be a hyperlink to view that request. An option will also be given to initiate another NCE.
Either the "Yes" or "No" radio button must be selected to save or submit the request.

12.23 Route a Prior Approval Request
The routing feature is found towards the bottom of the Modify Request screen.

If a requestis In Progress PI, the PI can route it to the SO. If the requestis In
Progress SO, the SO can route it to the PI.

To route a Prior Approval Request to the next reviewer:

1. Select Route from the bottom of the Modify Request screen.
« The Confirmation screen displays.

Confirmation

Do you wish to route this request?

Comments:

Cancel Route to SO

2. [Optional] Enter comments in the Comments box to provide information
to the next reviewer.
3. Click the Route to [SO/PI] button. The system will notify the recipient of
a request that is pending their action.
« If the Routing is successful, a message displays on the Prior Approval
Request screen.

Prior Approval Request withdrawal - View Request @

B Success: Your request was successiully routed
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NOTE: The person who routed the Prior Approval Request can no longer edit
the report. The modifying feature is now only available to a new reviewer.

12.24 Recall a Prior Approval Request

Prior Approval Requests that have been routed to a reviewer can be recalled by
the previous reviewer. An SO may recall a request even if they were not the
last reviewer.

After the status of the request becomes, "Submitted to Agency”, it can no
longer be recalled.

To recall a request:

1. Select the Recall button from the View Request screen.

« A message displays on the screen indicating that the request has
been successfully recalled.

Prior Approval Request withdrawal (View Request
Succass: Your reguest was successiully routed )
Raequest ID
25198
Principal Investigator (P1) Grants.gov Tracking
i Hame GRANTS1 7345678 TR0 AIZ3450e
Project Title

Pregeel Tie

Justification

Erfer justificabion hare

Supporting Documents
X Upload

File name Date Created Action

& PO1 - project 1 - R1.pdf 05118/2016 View

Cancel

The request is now displayed in the Modify Request screen, and is available to
be Modified, Saved, Routed, Deleted, Submitted, Canceled, or View History.

12.25 View History of a Request

The View History screen enables users to view the progress of requests.
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View History is an option before the request is submitted. The button is displayed at the bottom of
the Modify Request or View Request screens.

Prior Approval Request withdrawal - Modify Request @

Mote: Requeed fekds are marked with an

Request ID

2040

Principal investigator (P1) Grants.gov Tracking Application D
Montoya Inigo GRAMTI|23456T8P IR01AA 2345601
Project Title

Alcohol Brand Research Amang Underage Drinkers

Justification-

Total remaining aliowed limit s 4000 characters

Supporting Decuments

X Upload

File Hame Date Created Action
& PO1 - project 1 - R1_pdf 05M16/2016 View || Delata |

Cancel View History Sawe [T Dedede

PIs and SOs access the Modify screen slightly differently.

Before Submission, PIs may access the link through the Action column in the My Requests hitlist
and select Modify and then View History.

Prior Approval Request withdrawal - View History @

Request ID Principal Investigator (P1) Application ID
2015 Pt Hame 1 1 ROT ATZ3456-01
Project Title

Project Title

Action Taken By Ewvent Action Date Request Status Comment
Actianer 1 Iinitsabe: 04072016

Actioner 1 Roube 04072016 In Progress S0 fest
ACHoner 1 Recall 04072016 In Progress Pl

AChoner 2 Irutsabe: 04272016 In Progress Pl

Actioner 2 = Q5272016 In Progress SO

Ricall osZrz0i6 In Progress Pl

Showing 1 to & of G entnas

Before SubmissionSOs may access the link through the Action column of the Search Prior
Approval hitlist and select Modify and then View History.
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Prior Approval Request withdrawal - view History @

Request ID Principal Investigator (Pl) Application ID
3011 Pl Name: 1 RD1 A123458-01
Project Title

Complement activation fragment CSa and CSaR1 Involvernent in AD Pathogenesis

Action Taken By Event Action Date Request Status Comment
Actioner 1 Initiate 0B/0172018 In Progress SO
Actiones 1 Submit 06022016 Submitied io Agency

Showing 1 to 2 of 2 enines

Post Submission

View a History of Requests - Post Submission for SO

1. Login to eRA Commons
2. Click Prior Approval tab
3. Click Search for Requests
4

Search for Requests with a status of Submitted to Agency

Search Prior Approval Requesis @

« Back o Prior Appronal

Request ID Request Type Request Status Pl Lookup (by Last Name, First Hame}
Select 3 request type i~ Sutwnilted 1 Agency >
Activity Code [ Serial Submission Date Range: From Submission Date Range: To
~ & =]
Clear Seanch
5. When the results return, click View History
Show (10 [w]entnes
Reguest 1D = Roquest Type + Pl Name + Request Status + Application 1D + Project Title % Actions
S0E5 S0 OD0000 . SUSAN  Submifled 10 Agency op Test Tie View POF
M
5083 Withwdrawal Deency Hancy Subanitted 1o Agency IR DCOOANT3-07 Conceplual System inthe .. oo
Impaired

6. The View History page will be presented.
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Request 1D
8989

Project Title

Tesi Tidle

Action Taken By
ASERBER

LSAN SNER. SANAN

Showing 1102 of 2 entries

Event

Infliate

Subemit

Prior Approval Request 500k - View History @

Principal Investigator (P1)

INER SNER. SAMNER.

Action Date Request Status
oaM22e In Progress Pl
091272016 Subimitted o Agancy

Application ID

Commént

View a History of Requests - Post Submission for PI

b=

Click View History

Login to eRA Commons
Click Prior Approval tab
Select List My Requests

List my Requests @
Snov.llt‘; | enitnies

Request Request Prior Approval

o ~ Type = Status

5092 Wilhdrawal In Progress Pl

5091 Withdrankal Submitied o Agency

Application 1D

TROIMN0E31083.
o1a1

IROMHLOZ 2097-09

+ Project Title

The Susclerosis: channel in sclemsis

Sulfostroke  Merapeutic 1arge inischemic ischemic  stroke

< Back o Prior Appioval

= Action

odify

View POF

Whew History
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13 Research Performance Progress Report (RPPR) Module

The RPPR module allows extramural grantee institutions to electronically submit Research
Performance Progress Reports (RPPR) to the Grants Management community.

RPPR module features include:

« Electronic initiation of an RPPR

« Electronic routing of an RPPR to authorizing officials at the applicant institution for review
and approval prior to submission to the agency

o Viewing of RPPR routing history

o Error checking capabilities

« Electronic submission of an RPPR

o Creation of Interim RPPR

« Electronic submisson of Interim RPPR

o Creation of Final RPPR

« Electronic submission of Final RPPR

« Ability for an SO can delegate authority to a PD/PI for submitting an RPPR

o PDF generated version stored in the electronic grant folder (Commons Status Information
screen)

A detailed instruction guide exists online featuring additional field-by-field guidance for
completing the report. Refer to the NIH and Other PHS Agency RPPR Instruction Guide
(https://grants.nih.gov/grants/rppr/rppr instruction guide.pdf).

13.1 Manage RPPR Screen

The Manage RPPR screen is the portal into all RPPR functionality. The screen displays when you
select the RPPR tab from the Commons menu and provides the following information related to
your RPPR:

e Grant Number

o PD/PI Name

e Project Title

e Due Date

o Status

e Current Reviewer
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To process your RPPR, select the grant number displayed as a hyperlink within the Grant
Number column. Selecting this link opens the RPPR Menu screen from which you can access all
features including initiating, editing, routing, etc.

Click here for sample image:

Manage RPPR @

Selact Grant Number knk o manage tha RPPR:

Grtﬂlwm
m—mrz-m-::—m

Jedterson, Thomas & New Moded for the Delvery of Wel-Chid Cane 0ENEE02 POV Work in Progress: Jetierson, Thomas

13.2 RPPR Menu

The RPPR Menu screen provides access to various functions used to complete and process your
RPPR. You access these features using the buttons found on this screen.

The following buttons are found on the RPPR Menu screen:

« Initiate

o Edit

e Check for Errors

e View

o View Routing History
« Route

e Recall

e Submit

Click here for a sample image.

RPPR Menu &
Grant Number: SHIIHD123456-03
Instifution: PRESIDENTIAL UNWVERSITY
PIVP Mame: Jaffarzon, Thomas
Project Tithe: A Maw Madel for the Delivery of Well-Child Care
Due Date: 05182012
Current Rividwir: Juferson, Thomas
Status: POIP1 Wark in Progress
[Edt] [ Check for Emors | [View] [ View Routing History | [[Route Cancel

NOTE: Not all buttons will be enabled. Depending on your Commons role and/or the status of the
report, some buttons may be disabled.
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Individual help topics exist for each of the features. Please refer to the specific help topics linked
below.

13.3 Initiating the RPPR

Only the PD/PI or the PD/PI delegate may initiate an RPPR. When there are multiple PIs (MPI),
only the Contact PI or the PD/PI delegate of the Contact PI may initiate the report.

To initiate, the user can choose from one of two ways to access the RPPR functionality:
1. Access RPPR from Status.

a. Select the Status tab from the Commons menu options.
b. Select the List of Applications/Grants link from the Status screen or from the menu
options.

) A Electronic Research Administration
A program of the National Institutes of Health

Home Admin Institution Profile  Personal Profile| Status § ASSIST Prior Approval RPPR xT

Status: Pl Search

The following list of applications represents a regilt of the search by Grants.gov Tracking # or a list
complete list of your Recent/Pending eSubmisglins, please click Recent/Pending e Submissions 1

» Applications that require action a., to view errorsfwarnings) prior to submission complel
Applications that are available @ view (during two business day correction window) priar tc
s Applications that have been ected by Signing Official

s Funded Grants

» Successfully submitted applications, both paper and electronic

* Review assignment status, review results, summary statements, and MNotices of Award

s Other Commons features (e.q., JustIn Time, eSMAP, Closeout, Financial Status Report) fc

Enter the Grants.gov Tracking Mumber into the following box for easy access to a specific grant a

a. From the Status Result - List of Applications/Grants screen, locate the grant and select
the RPPR link from the Actions drop-down menu in the Available Actions column

RPPR Module 234 September 27, 2017



eRA Commons User Guide

for the specific grant (use Flat View). The RPPR link for the current reporting period
is available once the Notice of Award for the prior year has been issued. This link
remains available until the RPPR for the current reporting year has been submitted.

For multi-year funded awards, the link will display as RPPR Year <X>, the <X>
representing the reporting year. The link for a multi-year funded award is available
two months prior to the RPPR due date for the current reporting period and remains
available until the RPPR is submitted. Note that AHRQ has not yet implemented the
RPPR for multi-year funded awards.

NOTE: While RPPR Year <X> links for multiple years may appear at the same time
in Status, you are prevented from initiating a reporting year's progress report until the
progress report(s) of the previous year(s) has been submitted.

Status Result - List of Applications/Grants ©
Motes & Tigs:

= Impomant The N provides S AT Lust in Time) nk n ®e Commens 1or SpolchBond reckiing 3 perciatle of lis Tan 30 o lor SoelcaBons neciiing 4 ooty 50008 of bebween 1D 30 40 # 0o peroentie i
eroiged. Plkas Sl nginsciaons inom B MM of wRafie o complets Bis isformation

The fellrwing st of appBcaBions/grants EEnesants 3 fesull of B seanch by Grants gov Tracking ¥ of @ complete list of all your appécalionsigrants. I you 00 Rol S8 3 compisle Bstof your applcalionsgrants, please oick
IList of ApplcabonsGrasty —Fr fab agaen

Bt-aera 1@
I e I S T =l Ky o
A B WBocal fox B Cbtronry of Vell-Craisd Cavw JEFFERSON, Submissien Arardesl Non-iHowiRios only DB TR
Thadiiasg Camipinta
12I456-00 &1 GRANT PTES8TEF A Nisw LBaciel for B Dwrirenry oF Vinll-Child Caute JEFFERSON, e T A M-Il ow iRl Snly OFHR0
THOMAS: Campiets
GRANTETESAITIF & New Model for B Dalbeary of Well-Child Care JEFFEREON, Bubmission Velharawe by BC = Ohes Version | D7A32040
THOMAS Compist Encumtnned Ehes!
TRIFELL e, A M Mocal fox B Doslbonry of Well-Cheild Cavw JEFFERSOM, Panang BN TR0 -n
Thecians :

|_Exportes Exewl || Show duery || Pont i |

.

Status Result - List of Applications/Grants a
Beotes & Tigrs:

& Importsst: Tha B provices B T (Justin Time) ek in B Commons for Spoicalions recesing 3 prcentien of less han 30 or for Spplcalions reosiing 3 Doty scons of bebesen 10 and 60 F no pecenile s
provided Plase Swal ngiructons hom e NI on whalhar 15 complete B informaton

T lolwang kil of SEERCSSSALAEINES DR TS 5 PRIl of Mid Sean by Granty Sov Traciong Wer & Somphits Kal oF 50 7ol SEEBEISSALAONIAEL IF yiu 52 B0 E6E 3 CHMpIEN Il oF yiur SECICIORLDRINtE. (SIS SRk
LA ol A alsoar (AL e LU% Bo s

Eli-11ai41 10
CHanli g _ i || eSutasea """"'"'
m - "qi‘ﬂm' Thetew .'ll
BRIACAN TS0 GRANTIZIONOTF | Ars well Taat Ends Well  SHAKESPEARE. Sotmission  Ad=wniswabeely  TLOBD011 Trang
AT AN TNt 1 WILLLAM Comgiets  Wisharaen Dy IC
Mediane

QECATISAT 0L T SRAMTTITT1011P A RESEUSbl MO SHAGTSPLARE, Sobfmeiiesh  AwBied Pidh- ‘.'l‘?-":!lW'lﬂ"J".' Bl Shid AOTH Salbie TS
Dol B OOl Bty IWALLIAM Camblits Rl Sy

Shiapa] Cigorders

ERSCASE42 101 GRAMTIZILESTER The Two Mobls Hinsmen & SHAESFEARE, Sutméssion Pending RO QTATRD13 Trang =gyl Shesl
Shudy on Garebos and DA WILLIA Compleie Reagw

| ExpomticEscrl || SnowCusry | [ Printrimst

-OR-
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1. Access RPPR from RPPR tab.
a. Select the RPPR tab from the Commons menu options.

The Manage RPPR screen displays. Manage RPPR is used to view the progress
reports to which the user has access and allows the user to select a progress report in
order to perform various actions. PD/PIs or users delegated PD/PI updating authority
uses the Manage RPPR screen to view their own progress reports. SOs and AOs use
the screen to search for grants from their institutions and/or for grants routed to them
for review.

b. Select the specific grant by clicking the hyperlink in the Grant Number column on
the Manage RPPR screen.

Manage RPPR ©

Gele panl Nusba Ink i mandgs B RPER

If an RPPR exists already, Commons displays the report for editing.

The RPPR Menu screen displays. The options for the uninitiated report are Initiate and Cancel.
Once an RPPR is in progress, the buttons for other options are enabled.

NOTE: For multi-year funded awards, the following message displays when attempting to initiate
an RPPR if the previous year's report has not been submitted:

The Multi-Year RPPR for the previous year must be submitted prior to initiating this Multi-Year
RPPR.

In this case, the option to initiate is disabled.

RPPR Menu @

Applecaton Wioomates

Gtant Mumbse: IRASCAZILEE 70141

It COLLEGE AT STRATFORD-LIPOH-AON

PP Nama SHAKESPEARE, WALLIAM (Conbact] Manowe, Chnstopher
Prcject Tims: A Us3surmimad Mighl's Cream and Othes Known Sleepng Discrders
Do Dt 2012013

Carent Revieawer:

Hatys: Fiot St

The RPPR Menu screen includes the following fields:
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Grant Number

This is the complete number of the grant

Grantee Institution

This field contains the name of the applicant’s institution
PD/PI Name

The PD/PI of the grant award for which the progress report is being prepared. In the case of MPlIs,
a list of PD/PI names displays with the Contact PD/PI indicated by the word Contact.

Project Title

The project title of the grant
Due Date

NIH

The due date of the progress report for awards issued under the SNAP (Streamlined
Noncompeting Award Process) provisions is the 15th of the month preceding the month in which
the budget period ends (e.g., if the budget period ends 11/30, the due date is 10/15). If the award is
not issued under SNAP provisions, the progress report is due the first of the month preceding the
month in which the budget period ends (e.g., if the budget period ends 11/30, the due date is 10/1).
If the due date falls on a weekend or federal holiday, the due date is automatically extended to the
next business day. Progress reports for Fellowships are due two months before the beginning date
of the next budget period. Occasionally the Notice of Award (NoA) will indicate a different due
date which will supersede these dates. Grantees should consult the NoA to determine when SNAP
procedures apply.

AHRQ

All AHRQ progress reports due in FY 2015 (10/1/14 —9/30/15) and beyond are due 3 months
before the anniversary of the award. For example, for an FY2014 award issued with a start date of
2/1/14, the annual progress report is due 11/1/14 (i.e., three months before the FY2015 budget
period start date (i.e. anniversary date) of 2/1/15). However, if the budget period start date is
between 1/1/15 and 4/1/15, grantees will not be penalized if the progress report is received 2
months before the next budget period start date rather than 3 months. If the due date falls on a
weekend or federal holiday, the due date is automatically extended to the next business day.

Current Reviewer

The name of the current reviewer or organization (e.g., PD/PI name, NIH). This value is blank
before the RPPR is initiated.

Status
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The current state of the progress report. Possible values are as follows: Not Started, PD/PI Work in
Progress, Reviewer Work in Progress, and Submitted to Agency.

Buttons

The displayed and enabled buttons vary depending on the status of the RPPR and/or the limitations
of the current user’s role.

Initiate: Begins the RPPR process. Available for grants with a status of Not Started. Access
is granted to PD/PIs and PD/PI delegates. An RPPR can be initiated even if required
information in the Personal Profile and Institution Profile sections is missing. If any of this
information is incorrect or missing, a prompt will appear to correct/complete the information
after initiating the report. Processing may continue on the RPPR without making the
corrections; however, the RPPR will not pass validations for submission to the agency until
the errors are corrected.

Edit: Opens the RPPR for edits. Available for progress reports with a status of Work in
Progress (WIP). Access is granted to PD/PlIs or PD/PI delegates when the PD/P1 is the
current reviewer, AOs when the AO is the current reviewer, and SOs when the SO is the
current reviewer. The Edit button allows the user to view and edit RPPR information.

View: Opens the RPPR report in PDF format, as it will be seen by the agency. Available for
progress reports with a status of Work in Progress (WIP) or Submitted to Agency. Access is
granted to PD/PIs, PD/PI delegates, and reviewers. Until the RPPR is submitted to agency,
the PDF report shows a status of Draft and a blank submission date.

Check for Errors: Checks the RPPR for any errors or warnings. Available for progress
reports with a status of Work in Progress (WIP). Access is granted to any user with access to
the grant. The RPPR can be validated at any time while in the status of WIP and can be
validated multiple times.

View Routing History: Opens a page that displays a routing history table. Available for
progress reports with a status of Work in Progress (WIP) or Submitted to Agency. Access is
granted to PD/PIs, PD/PI delegates, and reviewers.

Route: Routes the RPPR to the next reviewer for further review or corrections. Available
for progress reports with a status of Work in Progress (WIP). Access is granted to the current
reviewer. A PD/PI delegate cannot route an RPPR to the next reviewer.

Recall: Recalls RPPRs that have been forwarded to another reviewer and resets the user as
the current reviewer. Available for reports with a status of Work in Progress (WIP). Access
is granted to the last reviewer (who recalls the report from the current reviewer). Signing
Officials and PD/PIs can recall an RPPR even if they are not the last reviewer whenever it
has a status of Reviewer Work in Progress. This is useful in situations when a RPPR has
been routed to the wrong person or to someone who is unavailable.
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Submit: Submits the RPPR to the Agency. Available for reports with a status of Work in
Progress (WIP). Access is granted to the SO when the SO is the current reviewer and to the
PD/PI when the PD/PI has been delegated Progress Report authority.

NOTE: A PD/PI with Progress Report authority cannot submit a non-SNAP or F RPPR.

Cancel: Closes the RPPR Menu screen and returns the user to the previous screen.

2. Select the Initiate button to begin the RPPR.

RPPR Menu @

ntace | Pancall]

Once initiated, Commons creates the report in a PD/PI Work in Progress status and sets the current
reviewer. A message displays as follows:

The RPPR has been successfully initiated.

NOTE: If at any time initiation fails due to business rules validations, error or warning messages
display on the screen.

Once initiated, the editing process can begin. The RPPR is accessed for editing via the

RPPR Menu screen. The editing feature for single-project RPPRs is different from those of multi-
project RPPRs. The steps for accessing each type of RPPR are outlined in other topics. Refer to
Accessing a Single-Project RPPR for Editing or Accessing a Multi-Project or Single-Project with
Complicated Structure for Editing as appropriate.

13.4 Navigation

The RPPR is completed using the eRA Commons system. The report in Commons consists of
separate screens for each of the sections listed below:

A. Cover Page

B. Accomplishments

C. Products

D. Participants (only section D.1 for FRPPR)

E. Impact
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F. Changes (not used for FRPPR)

G. Special Reporting Requirements
H. Budget (not used for FRPPR)

I. Outcomes (only used for FRPPR)

Users may work on various sections in any order, however, it is important to click the Save button
in the navigation bar before leaving a screen in order to retain data entered on that screen. Upon
submission to the awarding agency, the system will generate a PDF of the progress report, which
may be viewed from the RPPR Menu screen using the View button.

Once submitted, the Final RPPR, in PDF format, is accessible in Commons via the Stafus
Information screen. Refer to the section of this document titled Viewing the RPPR in Commons on
Page 271

)
ﬂ U.S. Department of Health & Human Services £ www.hhs.gov
K

_ Welcome: Jane Dos
( OER ' ID: JANE_DOE
- . A Commons i : k Y Institution: UNIVERSTY OF PITSBURGH AT POTSBURGH
A program of the National Institutes of Health Roles: Pl AR

Logout | Contact Us | Help

A. Cover Page (2

Chapter 6 of the NIH Research Performance Progress Report (RPPR) Instruction Guide provides
instructions for completing Sections A-I of the report.

13.5 How Do I Fill Out the RPPR Forms

Chapter 6 of the NIH Research Performance Progress Report (RPPR) Instruction Guide provides
instructions for completing Sections A-I of the report.

Please refer to the following sections of the instruction guide when completing your report:
Cover Page - Section A (PDF section 6.1, pg. 69)
Accomplishments - Section B (PDF section 6.2, pg 70)
Products - Section C (PDF section 6.3, pg. 75)
Participants - Section D (PDF section 6.4, pg. 82)
Impact - Section E (PDF section 6.5, pg. 88)
Changes - Section F (PDF section 6.6, pg. 89)
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Special Reporting Requirements - Section G (PDF section 6.7, pg. 91)
Budget - Section H (PDF section 6.8, pg. 102)
Outcomes - Section | (PDF section 6.9, pg. 104)

13.6 Editing the RPPR

Once an RPPR is initiated, its status becomes PD/PI Work in Progress and it becomes available
for editing. The PD/PI or delegate uses the Edit option for viewing and completing the report.
Additionally, this option is available to the SO or AO when that user is the current reviewer of the
report.

NOTE: For RPPRs with multiple PD/PIs (MPI awards), only the Contact PD/PI has access to the
Edit feature unless the Contact PD/PI has granted progress report authority to other PD/PlIs.
Without this authority, MPIs can only view the RPPR PDF and its routing history.

There are two means of accessing the progress report for editing. These are similar methods used
for initiating the report and are as follows:

1. Access RPPR from Status.

a. Select the Status tab from the Commons menu options.

b. Select the List of Applications/Grants link from the Status screen or from the menu
options.
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) A Electronic Research Administration
A program of the National Institutes of Health

Home Admin Institution Profile  Personal Profile| Status § ASSIST Prior Approval RPPR xT

Status: Pl Search

The following list of applications represents a r It of the search by Granis.gov Tracking # or a list
complete list of your Recent’Pending eSubmisjons, please click Recent/Pending e Submissions 1

Applications that require action @#a., to view errorsifwarnings) prior to submission complel
Applications that are available @ view (during two business day correction window) priar tc
Applications that have been @ected by Signing Official

Funded Grants

Successfully submitted applications, both paper and electronic

Review assignment status, review results, summary statements, and Motices of Award
Other Commons features (e.g., JustIn Time, eSMNAFP, Closeout, Financial Status Report) fc

Search by Grants gov Tracking Num

Enter the Grants.gov Tracking Mumber into the following box for easy access to a specific grant a

c. From the Status Result - List of Applications/Grants screen, locate the grant and select
the RPPR link from the Action column for the specific grant. For multi-year funded
awards, the link will display as RPPR Year <X>, the <X> representing the reporting
year.

Status Result - List of Applications/Grants ©

Biodes & Tips:

» Impomant This Nk provices M AT Justin Time] inkn he Commans 150 SpoBcaBond necking § caromtie of et Tdn 300 lor SoclcaBions neceing 4 orcrly £0000 of Detwesn B0 30 50 03 (arosntie g
EEAoEd. PRRcE Skl MMt Bam B 0 of wiaBied 1 comslits Big for=tion

The tolraing ksl of appBCalionsipants (HENESEMS 3 0esult of B Ssanch by Srants giw Tracking  of 3 complets list of ol your appboatonsigrants. i you 00 mol S84 3 compbite Bt of yar spplcationsipants, please ohok
ILisd ol Applcabon s Trgaty ~sn b apae

Br-aca 1@
Granis.go Tracking
e A o e el e e O el [
SELIHD 2 S0 A New Liadel foe B Deplonry oF Wiell-Child Caee JEFFERSON, Submissien gl Non-Telloanfugs only OB
Thaliutag Coinpisty
e FI4RA- (i1 GlRANT 2TEZATER |k Meew baciel fow Bon Dwineary of Wiell-Child Cate JEFFERSON, LETLR T TR Ay B0 PO IS R S0l AT 0 =
ThaDbias: Comiplata
ORANTETESIIZIF A New Model foe T Daleeny of Well-Child Care JEFFERESON, Submissn Nihdraee by BC - Ofhast Version OTHED T 1
THIOMAS: Complas Encumesed Ghigwl
A N Lociel Tor B Dbenry of VWoll-Chisd G JEFFERSOMN, Panang BTN -n»
ThaOuAs

|_Expertbs Bl || Stiw Suasy | [Pt s |
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Status Result - List of Applications/Grants a

Motes & Tips:

L of Mgl Bk (ISR Pty L B ass

CAanligey

Trackisg #

Shudy on Gaererbos and Debdd WALLIA

| EwpoaiEsce || ShowOusry || Priatrimst |

Faz] GRAMTIZION001P Ars el That Enda ell  SHAKESPEARE
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RASCASEE 2] -04 CRAMTIZILESTER The Two Moble Kinsmen & SHAKESFEARE
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Complebe

Sarterd a0
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Sty 330
Complele
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TiEwA Pl Bedy
Fanding RC OTATE013 Trang—dal Bhesl
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-OR-
1. Access RPPR from RPPR tab.

a. Select the RPPR tab from the Commons menu options.

b. Select the specific grant by clicking the hyperlink in the Grant Number column on
the Manage RPPR screen. SOs/AOs must perform a query first.

Manage RPPR @

ele il Nusba Ink i moandgs B BPER

The appropriate RPPR Menu screen — either for single-project or multi-project RPPRs —

displays with editing options.

13.6.1 Accessing Single-Project RPPR for Editing

For single-project awards, the RPPR Menu screen displays with buttons for the following available

options:

Edit

Check for Errors
View

View Routing History

Route
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Cancel

NOTE: Once an RPPR has been routed for review, the Recall and Submit buttons are enabled.
These functions are covered in other topics.

RPPR Menu @

Grant Number: SKIIHD1 23456-03

Institution: PRESIDENTIAL UINWVERSITY

PDPI Narme: Jefferson, Thomas

Project Title: AMew Madal for the Delivery of Well-Child Care  Low-Income Children
Due Date: 05152012

Current Reviewer:

Status: Not Started

@ [ Check for Erors | [ View Routing History ] Route Cancel)

Select the Edit button to open the RPPR for editing.

Refer to the section of this document titled Editing the RPPR Forms on Page 247 for more
information on editing the forms.

13.6.2 Accessing a Multi-Project or Single-Project with Complicated
Structure RPPR for Editing

A multi-project RPPR is a progress report submitted for a funded program (activity code) which
has multiple, interrelated components sharing a common focus or objective.

A component (for the purposes of applications and progress reports) is a distinct, reviewable part of
the multi-project application or progress report for which there is a business need to gather detailed
information identified in the funding opportunity announcement (FOA).

Components typically include general information (component organization, project periods,
project title, etc.), performance sites, personnel, and budget. The FOA defines the construction and
naming convention for the application; the funded application defines the construction and naming
convention for the progress report.

For multi-project awards, the RPPR Menu screen displays with buttons for the following available
options found within the Application Information section of the screen:

View
View Routing History
Route

Cancel

NOTE: Once an RPPR has been routed for review, the Recall and Submit buttons are enabled.
These functions are covered in other topics.
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RPPR Menu @

Application Information

Grant Number: SP20MD123458-01

Institution: UNIVERSITY OF THE US

POVPI Name: WASHINGTON, GEORGE; Jefferson, Thomas (Contact)
Project Tithe: Samgle Research Project

Due Date: 010172014

Current Reviewer: Franklin, Benjamin

Status: PDVPI Work in Progress

2

View || ViewRouting History || Route | F= bmit Can:sl)

IC'oes the project have components? (& Yes Ho e

— Program Director(PO) :

Overall Sample Research Project Washington, George Edit Check for Errors
Component Type Component Project Title
Select One - Add Component |
jone item found.
e el e IS
Care for Samole Research Project Edit Component | Check for Errors | Delete |
Overall

Below the Application Information is a table showing the Overall ID, Project Title, Program
Director/Principal Investigator (PD/PI) Name, and an Actions column with links.

The RPPR Menu for a multi-project RPPR without components does not include the component
table. Additionally, the No radio button on the Does the project have components? field is
selected.

Refer to the figure below for an example of a single-project with complicated structure RPPR.

RPPR Menu @

Application Information

Grant Humber: SU10HD1 23455-15

Ins titution: UHNERSITY OF THE US

POVPI Narme: WASHMGTON, GEORGE

Project Title: Angther Sampie Research Project
Due Date: n2mzee

Current Reviewer: WASHMNGTON, GEORGE

Status: POVPI Werk in Progress

view | [ View Routing History || Route || Recall || Submit | [ Cancel

f0oes the project have components?  Yes '@ No o

- Program Director(PO)
Cveral Anther Samps Research Projct WASHNGTON, GEORGE Edit Chack for Errors

To edit the RPPR for the Overall, select the Edit link from the Actions column.
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RPPR Menu @

Application Information

Grant Number; SP20MD123456-01
Institution: UNIVERSITY OF THE U3
POVPI Name: WASHINGTON, GEORGE; Jefferson, Thomas (Contact)
Project Tite: Sample Research Project
Due Date: 010152014
Current Reviewer: Frankdin, Benjamin
Status: PO/PI Work in Progress
View View Rouing History | | Route | Cancel
IDoes the project have components? 5 Yes Mo 9
- Program Director{PD)N ’
ﬁ i Principal Investigator(P1) Name: Ackoes
Overall Sample Research Project Washington, George @- eck for Errors
.
Component Type Component Project Title
Select One - Add Component |
jone item found.
O I R S
Core-57723 Core for Sample Research Project Edit Component | Check for Errors | Delete |

Individual Components

If the award has individual components (e.g., a multi-project award), each component must be
reported in the RPPR. To add components, select the Yes radio button next to the question Does
the project have components? Selecting Yes displays the Add Component feature for the
individual components.

NOTE: Any individual components previously added will already be displayed in a table beneath
this feature. In this scenario, the Does this project have components? option is disabled. This
includes components which were part of a previously submitted progress report for the grant.

To add an individual component:

1. Select the correct option from the Component Type drop-down list.
2. Enter the Component Project Title.

3. Select the Add Component button.
Added individual components display in a table beneath the Overall, showing the
Component ID, Component Type, Component Project Title, and available links in the
Actions column.

4. Select the Edit Component link in the Actions column for the component to edit its RPPR.

Refer to the section of this document titled Editing the RPPR Forms on Page 247 for more
information on editing the RPPR forms.

Click here to view a sample image.
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RPPR Menu @

Application Information

Grant Number: SP20MD1234556-01
Institution: UNIVERSITY OF THE US
PDIPI Name: WASHINGTON, GEORGE; Jeferson, Thomas (Contact)
Project Tithe: Sample Research Project
Due Date: 01012014
Current Reviewer: Franklin, Benjamin
Stabus: FO/PI Work in Progress
[View|[  View Routing History | [ Route | [ Submit | [ Cancel |

[Does the project have components? @ Yes No 9

1 Ti Program Director{PD)/
I N (7
Overall Sample Research Project Washington, George Edit Check for Errors

|~

Component Type: * Component Project Title

Select One - Add Component

ore |

Admin Core Component -
[l e

Training Uy sample project .

Career Development
L Other

Individual components can be removed from the RPPR by selecting the corresponding Delete link
from the Actions column of the specific component, followed by the OK button on the
confirmation pop-up message. The delete option is not available for Overall.

IMPORTANT: If you choose to delete a component, all data related to this component —
including all budget data — will be lost. This data cannot be recovered once it has been deleted.

13.6.3 Editing the RPPR Forms

After selecting the appropriate editing option, the RPPR section 4. Cover Page displays. The
Cover Page includes information about the grant, PD/PI, signing and administrative officials,
organization, and project/reporting/budget periods. Some of this information may be auto-
populated. For more information on the Cover Page, refer to section 6.1 Section A — Cover Page
located in the NIH Research Performance Progress Report (RPPR) Instruction Guide.

1. Update the information as necessary and select the Save button.

The Cover Page includes tabs at the top and links at the bottom of the page for navigating to
the other sections (e.g., Accomplishments, Participants), which may be completed in any
order. Before navigating to and from any of these sections, it is always necessary to select
the Save button to save all changes on the current page. Navigating away from any page on

the RPPR without selecting Save results in the loss of any information entered prior to the
last save.
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2. Sections can be completed in any order. To navigate and populate the other sections of the
RPPR, select the appropriate link from the top or bottom of the page. The same navigational
links appear on each section of the RPPR.

3. Complete the appropriate fields of the report.

Details for completing each section are discussed in the Instruction Guide
(https:/grants.nih.gov/grants/rppr/rppr _instruction guide.pdf). Many of the fields on these
pages, however, behave in a similar manner.

Click here to display examples of common field types.
Add New

To use the Add/New feature, enter or select data into the appropriate fields. Select the
Add/New button to add the data to the table. After being added, items can be edited or
deleted from the table using the Action links.

of provide the following for each forelgn country: Dollar Amount 5000 (o T g ALSTRAL LA D

|{ AddMNew ﬁar I "'\

Amount of Award Spent in Foreign Countries
[ Country | Action |
5000 AUSTRALLA Edit Dalste
Text Box

All text boxes on the RPPR have character limits. The number of characters available is
reflected beneath each text box as characters are entered.

List the major goals below (NI recommended length is up to 1 page(Limit is 8000 characters dy approximately 3 pages.)

'The major goal of this project is..) -

£

e

Q?tal remaining allowed limit is 7964 characters,
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Changing Saved Responses

While in WIP status, answers may be changed. A warning message displays as follows:
The entered/uploaded response will be deleted. Do you wish to continue?

The user editing the information can choose to Continue or Cancel the action. Choosing
Continue deletes the previous response, removes any attachments, and disables the relevant
fields associated with the question. Choosing Cancel cancels the change.

4. Select the Save button before navigating to the next page.
5. To return to the RPPR Menu, select the Cancel button.

When an RPPR is ready for review and submission, it is routed to the next reviewer. Refer to the
section of this document titled Routing the RPPR on Page 265

13.6.4 Editing Inclusion Enrollment Data

This topic discusses inclusion data in the Inclusion Management System (IMS) as accessed and
processed via your RPPR. For more information on IMS or accessing IMS via Commons, please
refer to the IMS Online Help or the Instructions for Accessing the Inclusion Management System
(IMS) via Commons Status.

To update inclusion enrollment data, select the Inclusion link from question G.4.b of section G.
Special Reporting Requirements. For additional information on inclusion procedures in the
RPPR, please review Chapter 6.7 Section G—Special Reporting Requirements of the NIH and
Other PHS Agency Research Performance Progress Report (RRPR) Instruction Guide.

IMPORTANT: Before selecting the Inclusion link, select the Save button on the RPPR to save
all of your work in Section G. Failure to do so will result in a loss of data on your report.

NOTE: If this link is selected more than 60 days before the progress report due date, the following
warning is displayed:

Based on the due date of this RPPR, inclusion data is not yet needed. If you proceed, access to the
inclusion data via Commons/Status will be blocked. You cannot undo this action. Are you sure you
want to proceed?

Selecting Cancel will abort the action and IMS will not be opened. Continuing will result in
inclusion data being blocked for editing when accessed via Commons Status (View action only).
In this event, you will see the following message when accessing via Status: RPPR has been
initiated. At this time, the data is editable accessing via RPPR only.

The ability to edit IDRs via the Commons Status module will be restored after the successful
submission of the RPPR and until the award of the current year.

Click this link to display an image of the screen.
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G.4 Human Subjects

G.4.a Does the project involve human subjects? e @ Yes L No

Is the research exempt from Federal regulations? e Yes @ No

Does this project involve a clinical trial? 9 @ Yes Ho
If yes, is this an NIH.defined Phase lil Clini:al'iriar.’o Yes @ No

~

G.A.b Inclusion Enrollment Data o

Please review the box below to determing if this project meets the definition of clinical research and requires the reporting of cumulative enroliment of subjects and the distribution of sexigender, ethnicity and race
Click hara for complete instructions about this requirement

Inclusion Enrollment Report
Please click on the link below fo iew and update inclusion data records assodated with this award

TR S—

-

G4.c ClinkcalTrials.gov 9

The Inclusion—Manage Inclusion Data Records (IDRs) screen displays showing the Inclusion Data
Records (IDRs) with a status of Requires Updates. Once cumulative form updates have been made
as required, the status of the IDR(s) becomes Inclusion Updated. However, this only occurs when
cumulative data is updated. It is possible to see multiple IDRs in difference statuses.

Click this link to display an image of the screen for a single project.

Inclusion- Manage Inclusion Data Records (IDRs) @

Grant #: ERO1CA1I23456-03
Pl Name: Shakespeare, William

Beturnto RPPR  Submit New Planned Inclusion Record [¢]

DR # @ IDR Status @ Study Title Last Updated Date Action @
View
161587 Requires Updates This is a Sample Study Title 06/10/2014 12:13 AM Edit Planned Enrollmant
Edit Curnuylatve Enrollmant

Click this link to display an image of the screen for a multi-year funded award.

Inclusion- Manage Inclusion Data Records (IDRs) @

Grant # 1R01CAE54321-M1
Pl Name: Shakespeare, William
Return to Progress Report
iR # @ 1DR Status @ Study Title Last Updated Date Action @
FY: 2015 Submit New Planned Inclusion Record @
View
1010414 Previous FY Data The Sample Study Title of This IDR 094272015 01:47 PM Edit Planned Enrollment
Edit Cumulative |
Voew
1010477 Previous FY Data Anather Study Title to Another Sample IDR 091272015 01:17 PM Edit Planned Enrollment
Edit Cumylative Enrollment
View
1026222 Received by Agency Here is an Example of a Study Title Too Long to Disp__More 09/23/2015 02:57 PM Edit Planned Enrgllment
EE!I Cumylative Enr; limen
FY: 2014
1010414 M%‘i&‘;‘?g‘g‘;'ﬂg;"" The Sample Study Title of This IDR 0911212014 0111 PM -
Ac d (Onginal .
1010477 et Ancther Study Tile to Anather Samgle IDR 08/12/2014 01:11 PM iew
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For multi-year funded awards, only inclusion counts for the current IDR fiscal year can be
reported. Once an RPPR is considered late, you will not be able to update and submit inclusion
data through the IMS. IMS will indicate this with a message as follows: Because this RPPR is late,
the Inclusion Management System is unable to accept the data.

RPPR for current sequential year of multi-year award will be considered late after corresponding
anniversary of the budget/project period start date. For example, the RPPR for sequential year 1 is
late after 1st anniversary of the budget/project period start date.

Select the Edit Cumulative Enrollment link in the Action column to access the Edit Cumulative
Inclusion Data screen and perform the required updates.

The Edit Cumulative Inclusion Data screen contains the following information:

Header Fields

e Grant#
e PI Name

The name of the contact PI on the application record.
o Inclusion Data Record (IDR) #

Displays the system-generated identification number of the inclusion data record.
o IDR Status

Shows the status of the record.
o Study Title

The study title of the IDR, pre-populated with the existing title and editable.

Cumulative Inclusion Enrollment Report Fields

o Study Title

Displays the study title for the IDR, pre-populated from the Planned Enrollment Form.

o Comments

An optional text field for entering cumulative enrollment comments. If any comments for
cumulative form were entered before, this field is pre-populated when editing an existing
IDR.

The cumulative enrollment form includes racial categories along the left side the of the table and
ethnic categories, divided by sex/gender, along the top of the table. The individual enrollment
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count cells are editable and set to zero by default, when populating a new IDR. When editing an
existing form, these values are pre-populated with any other value previously entered. The total
fields are calculated by IMS and sum up as rows and columns accordingly. The total values are not
editable fields.

NOTE: The cumulative inclusion form includes fields for entering Unknown/Not Reported race,
ethnicity, and sex/gender data.

Update the values in the individual enrollment count cells as necessary, and select the Save button.
To leave the form without saving any changes, select the Cancel button instead. Saving and
canceling both return you to the Manage Inclusion Data Records screen.

POLICY: For additional information on racial and ethnic categories or inclusion policy and
procedures, refer to PHS Supplemental Instructions for Human Subjects or the OER inclusion web

page.

Click this link to display an image of the screen.

Edit Cumulative Inclusion Data @

Grant # 1P20NR123456-01A1

Pl Name: SHAKESPEARE, WILLIAM

Inclusion Data Record (IDR) #: @ 1026033

IDR Status: @ Grantee Updates in Pragress

Study Title: Sample Study Title for this Sample IDR

Cumulative Inclusion Enrollment Report

*Study Title: @  [Sample Study Title for this Sample IDR

Comments: | These are my sample comments

Ethnic Categories
Racial C. Not Hispanic or Latine Hispanic or Lating Unknown/Not Reported Ethmicity Total
Famale Male Un;:::;:::ol Female Male U'::;:’:ﬂm Female Male U";;;;::‘;:N

Amatican Inan! Alsska 33 60 0 25 5 0 2 1 g |18
Asian 21 20 0 0 0 2 0 0 0 43
Mative Hawaiian or Other a 9 a d 0 a a 0 d 0
Pacific Islander
Black or African American 12 15 1 2 1 0 0 0 o kL
White 27 40 2 5 10 0 1 il 0 87
More Than One Race 3 4 0 10 10 0 0 0 o 27
Unknown or Not Reported 1 o 0 0 2 0 0 0 0 3
Total ar 138 3 42 i) 2 3 3 0 nr

ﬁ Cancel

IMS will perform validations to make sure the data can be saved. Warnings or errors may appear
on the screen preventing you from saving your information.
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« Ifyou enter and save Os on the form when enrollment data previously was migrated from the
previous NIH inclusion data system, you will receive a warning message before the data can
be saved

Warning: You are about to submit zeroes for your cumulative inclusion enrollment data

when data in the previous OMB-approved format exists. Would you like to proceed?

Select Proceed to continue or Cancel to abort the action.

 Planned enrollment count overall total must be greater than 0 before cumulative enrollment
data can be entered. If planned enrollment counts equal 0, you will receive the following

€ITor:

Planned Enrollment count must exist before entering Cumulative enrollment Data

o If an overall total value is less than the prior year total, you will receive a warning message
before data can be saved:

Warning: Some (or all) enrollment counts are less than previous FY. Do you want to
continue?

After updating the cumulative enrollment data, the status of the IDR(s) status will change to
Inclusion Updated and the links for editing the information remain available. This status only
occurs when cumulative data is updated. Updating the planned data does not meet the requirement
of the progress report. When only planned data is updated, the IDR status remains at Requires
Updates.

13.6.4.1 Changes to Planned Enrollment

If there are changes from the planned enrollment originally approved for funding, contact the
program officer to discuss updating/revising the planned enrollment. Please refer to Chapter 6.7
Section G—Special Reporting Requirements of the NIH and Other PHS Agency Research
Performance Progress Report (RRPR) Instruction Guide for more information.

Select the Edit Planned Enrollment link in the Action column of the Inclusion—-Manage
Inclusion Data Records (IDRs) screen to access the Edit Planned Inclusion Data screen.

The Edit Planned Inclusion Data screen contains the following information:

Header Fields

e Grant#
e PI Name

The name of the contact PI on the application record.
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o Inclusion Data Record (IDR) #
Displays the system-generated identification number of the inclusion data record.
This field is displayed only when editing existing IDR
« IDR Status
Shows the status of the record.
This field is displayed only when editing existing IDR
o Study Title

The study title of the IDR, pre-populated with the existing title and editable when editing an
IDR.

This field is displayed only when editing existing IDR

Click this link to display an image of the screen.

Edit Planned Inclusion Data@

Grant #: 1P20NR123456-01A1

Pl Name: SHAKESPEARE, WILLIAM

Inclusion Data Record (IDR) #: (2] 1026033

IDR Status: @ Grantee Updates in Progress

Study Title: Sample Study Title for this Sample IDR
Planned Enroliment Report “Required field(s)

“Study Title: @  [Samgle Study Title for this Sample IDR
*Foreign/Domestic: @ [Domestic z‘

Comments: | These are sample comments that you can enter

into this field
Racial Categories Ethnic Categories Total
Not Hispanic or Latine Hispanic or Latino

| Female Male Female Male

| American Indian/ Alaska Native 35 58 25 5 123
| Asian 20 20 0 0 40
| Native Hawaiian or Other Pacific 1slander 0 0 0 0 0
| Black or African American 10 1§ 0 0 %
| White 30 38 4 = [
| More Than One Race 2 4 10 10 26
| Total a7 138 39 21 295

Cancel

Planned Inclusion Enrollment Report Fields
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o Study Title

The study title of the IDR, pre-populated with the existing title and editable when editing an
IDR.

For a new IDR, this field displays blank. Enter the new IDR's study title into the field. This

is required.
o Foreign/Domestic

This field indicates whether the IDR involves participants from a non-US site (i.e., foreign)
or a US site (i.e., domestic). This field is pre-populated when editing an existing IDR.

When creating a new IDR, select the value from the drop-down list. This is a required field.

o Comments

An optional text field for entering comments. This field is pre-populated when editing an
existing IDR and blank when creating a new IDR. If editing existing Planned Enrollment,
you should first discuss with the Program Officer and may want to consider adding a
comment here to explain the change.

The planned enrollment form includes racial categories along the left side the of the table and
ethnic categories, divided by sex/gender, along the top of the table. The individual enrollment
count cells are editable and set to zero by default, when populating a new IDR. When editing an
existing form, these values are pre-populated with any other value previously entered. The total
fields are calculated by IMS and sum up as rows and columns accordingly. The total values are not
editable fields.

POLICY: For additional information on racial and ethnic categories or inclusion policy, refer to
PHS Supplemental Instructions for Human Subjects or the OER inclusion web page.

Update the values in the individual enrollment count cells as necessary, and select the Save button.
To leave the form without saving any changes, select the Cancel button instead. Saving and
cancelling both return you to the Inclusion—Manage Inclusion Data Records screen.

IMS will perform validations to make sure the data can be saved. Warnings or errors may appear
on the screen preventing you from saving your information.

« If you enter and save Os on the form when enrollment data previously was migrated from the
previous NIH inclusion data system, you will receive a warning message before the data can

be saved:

Warning: You are about to submit zeroes for your planned enrollment when data in the

previous OMB-approved format exists. Would you like to proceed?
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Select Proceed to continue or Cancel to abort the action.

13.6.4.2 No Inclusion Data Records Provided

When inclusion monitoring is required and no IDRs exist, RPPR system will NOT allow the
submission of the progress report without IDR(s). For the current FY it will display an error
message and require that you either submit a new enrollment record or provide an explanatory
comment for the missing IDRs.

Click this link for an image of the screen.

Inclusion- Manage Inclusion Data Records (IDRs) @

Grant & SROTNRI23456-04
Pl Name: Shakespears, William
Retum to Progress Report Submit Mew Planned Inclusion Record 2]

NIH policy requires inclusion to be monitered, but no inclusion data record(s) (IDRs) have been provided, Please submit inclusion records by clicking the link above or provide an
explanation in the box below (1000 characters max).

Add to Progress Repart Cancel and go back

This is true for the current FY of a multi-year award as well. For the past FY's (when the progress
report is late), a standard message is displayed in lieu of the error message as follows: NIH policy
requires inclusion to be monitored, but no inclusion data record(s) (IDRs) have been provided.

This standard message will appear on both the screen and the PDF version of the progress report.

Inclusion- Manage Inclusion Data Records (IDRs) @

Grant #: 1R15GM123456-01
Pl Name: Shakespeare, William

Betym 1o Prograss Repor
§{s) (IDRs) have been provided. Please submit inclusion records by clicking the link above or provide an explanation in the

NIH policy requires inclusion to be i d, but no inclusion data
box below (1000 characters max).

2015 Submit New Planned Inclusion Record

Cancel and go back

Add to Progress Report

2014

NIH palicy requires inclusion to be monitored, but no inclusion data record(s) (IDRs) have been provided

To provide an explanation, enter your comments into the provided text box and select the Add to
Progress Report button. For multi-year funded awards, the ability to provide an explanation is
available only for the current year.

RPPR Module 256 September 27, 2017



eRA Commons User Guide

NOTE: Selecting any of the links or buttons other than Add to Progress Report will cancel the
action of adding and saving your comments. Any entered comments will be lost unless you select
the Add to Progress Report button.

The entered explanation is viewable on the RPPR PDF and on the Inclusion—Manage Inclusion
Data Records (IDRs) screen when accessed via Commons Status. For information on access
through Commons Status, refer to the IMS Online Help or the Instructions for Accessing the
Inclusion Management System (IMS) via Commons Status.

NOTE: Submitting a new IDR after the submission of this explanation, but before submission of
the RPPR to Agency, removes the explanation comment from the progress report. See the section
below for information on submitting a new planned inclusion record.

13.6.4.3 Submit New Planned Inclusion Record

Select the Submit New Planned Inclusion Record link to access the Edit Planned Inclusion
Data screen and submit planned enrollment and create a new IDR. For multi-year funded awards,
this link is available only for the current fiscal year. Upon a successful save of a new IDR,
attributes (Study Title, Foreign/domestic indicator/planned comments), Planned Inclusion Data (as
entered), and Cumulative Inclusion Data (as zeroes) are also created; the new IDR is assigned a
unique IDR #; and the IDR status is set to Grantee Updates in Progress (when accessing through
Status in Commons).

13.6.4.4 Inclusion Data Record Statuses

Throughout the process from creation to submission to Agency, an inclusion data record will take
on various statuses depending on the action completed against it. These different statuses aid in
determining the current point in the work flow, pending needs and requirements, and past actions
taken. An IDR’s status also determines what action(s) can be performed against it. IDRs requiring
updates can be edited, while IDRs accepted by the Agency can only be viewed.

The following list gives an explanation of each status.

Accepted (PI Revisions): Grantee has modified the IDR after original submission, but before
release of the award

Accepted (Original Submission): The IDR has been accepted at award issuance based on what
was originally submitted. (Data migrated from the previous data system may also have this status
when awarded.)

Grantee Updates in Progress: Grantee user has created the IDR; Grantee user has initiated
updates on an IDR (Edit Planned or Edit Cumulative); and/or SO has routed an IDR back to the PI

Inclusion Updated: Grantee has updated cumulative (actual) enrollment counts via the RPPR
module in Commons
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Previous FY Data: Data from previous fiscal year has been rolled forward into the next project
record

Pending SO: IDR has been routed to the SO

Received by Agency: IDR Form (Planned or Cumulative) has been received as part of the
electronic application submission (i.e., Grants.gov/eSub or ASSIST); Grantee user (SO) has routed
the IDR via IMS in the Commons Status module to the Agency; Agency user has created a new
IDR in IMS

Received by Agency — RPPR: Grantee user submitted IDR to Agency as part of the Research
Performance Progress Report (RPPR)

Requires Updates: Grantee user accessed the inclusion data via the RPPR module in Commons;
Grantee user has created a new Planned Inclusion Form via the RPPR module in Commons

13.6.4.5 When Should | Access IMS via the Status Module?

IMS is used to view and maintain inclusion data associated with your grant(s) and can be accessed
in one of two ways, both through the eRA Commons system: via the Status module —or— via the
RPPR Section G. Special Reporting Requirements.

When to Use the Status Module Instead of RPPR

There are a number of reasons why you might need to access inclusion data through Commons
Status rather than through your progress report. For example:

« Before award of a competitive application, changes may be necessary to the inclusion data

submitted with the application via Grants.gov.

o Post-award, there may be a requirement to provide more frequent updates to inclusion
enrollment in addition to any reporting associated with the RPPR.

Inclusion data cannot always be updated using Status. When application is undergoing peer
review, the inclusion data is not accessible in the Inclusion Management System. Also, after a grant
is awarded, only the View links will be available for the IDRs associated with fiscal year award.
The data for a given fiscal year is locked when the award is issued and no further updates can be
made. At that point, you can make updates via Status for the record associated with the next fiscal
year.

For details on using the Status module for accessing IMS, please refer to the separate IMS Online
Help or the Instructions for Accessing the Inclusion Management System (IMS) via Commons
Status. You can also access the IMS Online Help by selecting the help icons ('?') on any of the
IMS screens.
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13.6.5 Editing the RPPR Budget Forms
13.6.5.1 Budget Form (H.1)

To add a budget, choose an option from the drop-down list and select the Add Budget button. The
added budget type appears in the first table. Use the Edit link in the Action column to open the
form for editing. Select the Save button before exiting the form. Most awards now use the SF424
R&R budget form. However, training awards may use the SF424 and/or the PHS 398 training
budget. The PHS Additional Indirect Costs budget form is available as an optional form for the
Overall component of a multi-project award with multiple institutions/organizations. Please contact
the Grants Management Specialist assigned to your grant if you have questions on the appropriate
form to use.

Budget types include:

o SF 424 Research & Related Budget form
o PHS 398 Training Budget
o PHS Additional Indirect Costs form

NOTE: Budget types can be deleted by selecting the Delete link from the Action column for the
specific budget. After deleting a form, be sure to save the RPPR before navigating away from the
H.Budget tab. Save buttons are located at the top and bottom of the screen.

13.6.5.2 Subaward Budget Form (H.2)

To add a subaward budget, choose an option from the drop-down list and select the Add
Subaward button. The added budget type appears in the second table. Use the Edit link in the
Action column to open the form for editing. Select the Save button before exiting the form.

Subaward budget types include:

o SF 424 Research & Related Subaward Budget form
o PHS 398 Subaward Training Budget

NOTE: Subaward budget types can be deleted by selecting the Delete link from the Action
column for the specific subaward.

Click here to display an image of the RPPR H.Budget screen.
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H. Budget (7]
Please click the Save button before leaving this page. Otherwise, all changes will be lost.
| Save | | Cancel |
H1. Budget Form

For training awards, grantees should select the applicable RPPR budget type (e.g.. SF424 (R&R) or PHS 398 Training Budget) from the drop down menu. For a small number of NIH training awards the grantee
5 required to submit both the SF424 (RER) and PHS 393 Training Budget; the RPPR will accommaodate this,

If complating the SF424 (RER), follow the instructions in the SF424 (RER) Application Guide for NIH and Other PHS Agencies, Section |, 4.7 R&R Budget Component, sections A-K. The budget justification should

be uploaded as item K, and must include detailed justification for those line items and amounts that represent a significant change from previously recommended levels (e.g., total rebudgeting greater than
25 percent of the total award amount for this budget period),

If complating the PHS 388 Training Budget, follow the instructions in the SF424 (RER) Application Guide for NIH and Other PHS Agencies, Saction |, 8.5 PHS 398 Training Budgat Component, items AF. The
budget justification should be uploaded as item F, and must include detailed justification for those line items and amounts that represent a significant change from previously recommended levels (e.g., total
rebudgeting greater than 25 percent of the total award amount for this budget period).

fs:_lecla budget to add from the dropdown st

Please select a budget type « | Add Budget

PHS 398 Training Budget 50.00
SF 424 Research and Related Budget $0.00 Edit Dalste
.
H2. Subaward Budget Form
For awards with subaward/consortium budgets, the grantee may select up to 30 subaward budgets. To complete a detailed budget for a subaward/consortium, follow the SF424 (RER) Application Guide for
NI and Other PHS Agencies, Section |, 4.8 Special Instructions for Preparing ications with a Sub i

or 8.6 PHS 398 Training Subaward Budget Attachment(s) Form.

Select a subaward budgel to add from the dropdown st

Please select a budget type - [ Add Subaward Budget |
PHS 398 Training Sub Award $0.00  Edit Delete
SF 424 Research and Related Sub Award Budget 1 $0.00  Edit Delete
-

[Save| [ Cancel | 4 coverpage | B Accompiishments | G Progucts | 0 Participants | E Imoact| F Changss | G Special Repoding Req H Budget | L Quicomes

NOTE: Remember to save the information before exiting the form by selecting one of the Save
buttons located at the top and bottom of the form.

13.6.5.3 DUNS Number

For single-project RPPRs, the DUNS number will automatically populate the DUNS number of
the grantee organization on the budget form.

SF424 Research & Related Budget

| Save | | Cancel |

OMB Mumber: 0925-0001
* Organizational DUNS Budget Period: 1

* Start Date 0770172014

* Organization Name
* Budget Type

* End Date
2 Project Subaward/Con sortium

For multi-component RPPRs the grantee must enter the DUNS and Organization Name fields, as
the DUNS number will not automatically populate the DUNS number.

To add the DUNS number:
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Enter the DUNS number into the Organizational DUNS field or select the magnifying glass icon
to search for and select the DUNS number. You can search using a secondary DUNS number,
however, the form will reflect the primary DUNS after you select the organization.

The Organizational DUNS field updates with the information and the Enter Name of
Organization field updates to reflect the new DUNS.

To add the organization name:

Enter the organization name into the Organization Name field or select the magnifying glass icon
to search for and select the new organization name.

The Organization Name field updates with the information and the Organizational DUNS field
updates to reflect the new organization.

NOTE: If subaward budgets are completed, the system will not calculate the budget line item F.5
for the main budget (click to view figure). Total consortium costs for the main budget MUST be
computed and entered manually into budget line item F.5.

F. Other Direct Costs
Funds Requested (3)

1. Materals and Supplies 5
2. Publication Costs g
3. Consultant Services 5
. ryices g

5 Subawards/Consernium Contractual Costs 5 )
m EET FEas 5
7. Alterations and Renovations g
8 . L1
9 $
10, - 1
Total Other Direct Costs 5

13.6.5.4 SF 424 Research and Related Budget
For assistance with the information required on the forms, please refer to the Application Guide.

Policy: SF424 (R&R) Application Guide for NIH and Other PHS Agencies, Section I, 4.7 Budget

Form
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13.6.5.5 SF 424 Research and Related Sub Award Budget
For assistance with the information required on the forms, please refer to the Application Guide.

Policy: https:/grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe
VerC.pdf#4 8 Special Instructions for Preparing

13.6.5.6 PHS 398 Training Budget

For assistance with the information required on the forms, please refer to the Application Guide.

Policy: https:/grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe
VerC.pdf#8 5 PHS 398 Training Budget

13.6.5.7 PHS 398 Training Sub Award

For assistance with the information required on the forms, please refer to the Application Guide.

Policy: https:/grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe
VerC.pdf#8 6 PHS 398 Training Subaward Budget

13.7 Checking for Errors and Warnings

At any time before an RPPR is submitted to agency, an error check can be performed to verify that
the report passes the business rules and system validations in place. Any user who has access to the
RPPR may perform the error check.

Refer to the section of this document titled Checking for Errors on Single-Project RPPRs on Page
262 for more information on error checking single-project RPPRs.

Refer to the section of this document titled Checking for Errors on a Multi-Project RPPR on Page
263for more information on error checking multi-project RPPRs.
13.7.1 Checking for Errors on Single-Project RPPRs

To perform an error check on the RPPR for single-project RPPRs, select the Check for Errors
button from the RPPR Menu screen.

RPPR Menu &

A abion Inke maton
GG ank HurmBear: STl 2S00
ek It E
PLIPY Maima
Progecy Tihic
Do iz
CLiTant Raviewsr
Status Hil Started

Wl-Child Cate  Low-incama Childeen

(EJ{_Chock o Emors | Jorw] [ View Rt Fostony__| Route ) =
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If errors or a warning exist, the appropriate error or warning message displays for each failed
occurrence. All errors must be corrected prior to submission; the system will prevent
submission of an RPPR containing errors. However, the system will not prevent submission of an
RPPR when a warning message is displayed.

Error Messages
Socmon B Accomplshiments: (I0: 209315
W1, An arciwe 15 reguined. (D 201230
B2 An arswer is requined. 10 201240
B3 An arciwe i reguieed. (100 201241
Bk An aneie i3 requined. Belect Fioting 0 Regon of enfeouplosd iesponse. 00 23043
E.5 An arswed i requined: seled Foling 0 Repor of enderupload response. (003
2, An Sfchwie H T ey B RSO of BRBRINDRIS ik ponde. D 2
Sechon T, Products: 2
C 1 An arcewer is requined. (0 201248
0, A andwar B requined Balec] Nofhing 15 Faport of anleruch
G 5.4 An anawer i requined. Sabect Hofing Io Repo of o pload responsa. (0 201250
C 5B A aREwid iS5 NeSuind Seies Homing 1 Fapan o amanopizad nkspoads. 07 201281
Sechon . Special Beporting Respurmsents: (00 201120
G 1. e aNSWAT S reguined: selasct Nohing 1o Repert or enlerugload rsgonsae. (I0; 201275
(4.5 An Sedwar H eequingd O0° 201270
G5, A answer s required. (10- 200280}
G A, e WA i reguired. G0 20EHA
EA Ak i [ mesding 00 02T
G0, A answer i required: sebscl Mo Forsign Componant of snlenupéoad responsa. (100 201283

G 90, AN Sfiwed i reguieed. 00 201285

ead resgonn. 10 2012463

If all validations pass, a message displays indicating: No errors found on validation.

13.7.2 Checking for Errors on a Multi-Project RPPR

To perform an error check on the Overall or individual component of a multi-project RPPRs, select
the Check for Errors link from the Actions column of the RPPR Menu screen for the Overall or
individual component being validated.

NOTE: Refer to the section of this document titled Accessing a Multi-Project or Single-Project
with Complicated Structure RPPR for Editing on Page 244 for information on adding individual
components to the RPPR.
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RPPR Menu @

Application Information

Grant Number: SP20MD123458-01
Institution: UNIVERSITY OF THE US
POVPI Name: WASHINGTON, GEORGE; Jefferson, Thomas (Contact)
Project Tithe: Samgle Research Project
Due Date: 010172014
Current Reviewer: Franklin, Benjamin
Status: PDVPI Work in Progress
View || ViewRouting History || Route | F= omit || Cancel

IC'oes the project have components? (& Yes Ho e

— Program Director(PD)
Overall

Sample Research Project Washington, George ditf” Check fgr
Component Type Component Project Title
Select One - Add Component |
jone item found.
Core-£773 Care Core for Samoie Research Prolect Edit Companent (Ehesk for Errors) Delete |

If errors or a warning exist for the chosen component, the appropriate error or warning message
displays for each failed occurrence. Select the Check for Errors button of the other components
to perform a check against them.

All errors must be corrected prior to submission; the system will prevent submission of an
RPPR containing errors. However, the system will not prevent submission of an RPPR when a
warning message is displayed.

RPPR Menu @

Error Messages
08 Core-6772 - Section A. Cover Page: (D: 201309)
i 2 15, The praject lesd for the eomponent is required, (0 200261)
[l Core£772 . Section B. Accomplishments: (D: 201315)
W 5.1 4n angwer s required. (0: 201238)
B 8.1.4 An answer is required. (D: 201239)
8 B.2 An answaer s required. (0: 201240)
B B4 Ananswer is required: select Nothing ta Repart or enferiupioad response. (Dr 201243)
b B 5 Ananswer is required: select Nothing to Repart o enteriupload response. (D 201244)
[ 56 An answer is required. (ID: 201245)
M Core.6772 . Section C. Products: (O- 201316)
B C3 Ananswer s required: select Nothing 1o Report or enteriupioad response. (Or 201248)
B8 €54 Ananswer is required: select Hothing o Report or enteriupioad response. (0 201250}
O C5B Anansweris required: select Nothing 1o Repert of enbérfupload response. (D 201251)
W Core 6772 - Section E. Impact: (0: 201318)
B E.3 4n answer is requined: select Nothing i Report or describe impact on technology trans fer. (D: 200220)
B Core-6772 - Section F., Change: (00 201318)
F.2 An answer s requined: select Nothing to Report or enterfupload response. (0: 201270)
B F3a A0 answer s required: select No Change or enteriupload response, (0K 201271)
[ F.3.b An angwer is required: select No Change or enterupload respanse. (ID: 201272)
[ F3.c an answer is requined. select Ho (Change or enteriupload response. (D: 201273)
B F3.a An answer & required. seict Ho Change or enterfuplosd reaponss. (D0 201274)
B Core-6772 - Section G. Special Reporting Requirements: (D- 201320)
B G40 An snswer is required. (D 201278)
B Gg. ananswer is required. (D 201281}

Warning Message
A\H 1. The Funds. Requested amount for one or more budget(s) is 50 (zero) dollars. Check the calculations to ensure this amount s corredt prior to submission. (ID: 200265)

If all validations pass, a message displays indicating: No errors found on validation.

RPPR Module 264 September 27,2017




eRA Commons User Guide

13.8 Routing the RPPR

IMPORTANT: If you are looking for help routing PRAM, select this link: Routing PRAM

Progress reports in Work in Progress (WIP) status can be routed to others for review or corrections
by the current reviewer of the report. The routing feature is found on the RPPR Menu screen.

NOTE: A PD/PI delegate cannot route an RPPR to the next reviewer.

To route an RPPR to the next reviewer:

1. Select the Route button from the RPPR Menu.

RPFR Menu @

G gt Hurnber; HCWEN FIEE-00

eo—— FRESTENTAL URNVERSTY
# Ve

7|

NOTE: The figure above shows a single-project RPPR's RPPR Menu, however, multi-
project RPPRs have a similar Route button on their own RPPR Menu screen.

The Route RPPR to Next Reviewer screen displays. From this screen, the next reviewer can
be chosen from a list of reviewers, and comments can be added.

2. Select a reviewer from the Next Reviewer drop-down list.

3. Optional: Enter comments in the Comments box to provide information to the next
reviewer.

4. Select the Submit button.

Route RPPR to Next Reviewer ©

Haftur. JEFFERSON, THOMAS G Bl W™ K2IHD 13345600
G ALY PRESIDENTIAL UNNERGITY

Hasd Rrvirmer Q‘.‘ASH-':UIGN_ GEORGE |20 "_)

Camments:

Erfer wseful comments in Tus e Sebd!

/

5. When routed by the PD/PI only: The PD/PI Assurance statement displays. Select the I
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Agree button to continue.

Route RPPR to Next Reviewer @

FOF Assurance

| vy Bl Bt SLASSTALS Rt 308 LR, COMpIRN 30 ScCurabi 15 T Bl of my knowhedge. | am wiee Tl sy Fali e, Soious, of Faudubent sERements. of Cams may Subjed me 1o orminal civll, or
SASin I PINAEEE. A3 POVPL | 55080 10 SLCRpl AaponBitalty for P Sanbis conduc of M piophc] S35 Brivics Thl PEGuited DeoGiiid Fepos I 3 Grantis Swanded X1 & iyl of il Jubmigaicn

| Agres J)Cancl |

The RPPR Menu displays once again. If the routing is successful, the message on the screen reads
as follows:

The RPPR was successfully routed to [Selected Reviewer User ID], [Selected Reviewer Name].

The person who routed the RPPR can no longer edit the report (Edit button becomes disabled).
The editing feature is now available only to the new reviewer. The RPPR status is updated to
Reviewer Work in Progress.

The RPPR was sucessfully routed to WASHINGTOMN1, George Washington

Grant Number: SK23HD1 23456-03

Institution: PRESIDENTIAL UNINVERSITY

PD/PI Hame: Jefferson, Thomas

Project Title: A Mew Model for the Delivery of Well-Child Care
Due Date: 0sMs2012

Current Reviewer: Washington, George

Status: Reviewer Work in Progress

| Checkfor Emrors || View||  View Routing History

13.9 Recalling the RPPR

RPPRs that have been routed to a reviewer can be recalled by the person who performed the
routing action. This is useful in situations when the report was routed to the wrong person or the
reviewer is unavailable. The last reviewer of the report is able to recall it; however, Signing
Officials at the Institution and the Contact PD/PI who are not the last reviewer can also recall the
report when it is in a status of Reviewer Work in Progress.

NOTE: A PD/PI delegate does not have the ability to recall the RPPR.

To recall an RPPR, select the Recall button from the RPPR Menu screen.
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RPPR Menu @

E SHIIHDA 2245803
FPREGIDENTIAL UNINVERSBITY

Jeferson, Thoemas

B Kew Mode! for he Dalivery of Well-Child Cane
QAnEEZ

Wiashingion, Gecegl

Forsiirwtr Work in Progress

Chock foe Eroes | [V [ View Routing Mistory | (] Foecan [} Cancel

A message displays on the screen indicating: The RPPR has been successfully recalled. You have
been set as the Current RPPR Reviewer.

The status of the RPPR is updated to PD/PI Work in Progress or Reviewer Work in Progress, the
reviewer from whom the RPPR is recalled receives an email informing him of the action, and the
RPPR routing audit history is updated to reflect the action.

Additionally, the Edit and Route buttons are enabled, providing the new reviewer with the ability
to continue editing the RPPR or to route it to another reviewer.

[The RPPR has been successfully recalled. You have been set as the Current RPPR Reviewer.

Grant Number: Sk23HDT 23456-03
Institution: FRESIDEMTIAL UNIVERSITY
PD/PI Hame: Jeflerson, Thomas
Project Title: A Mew Model for the Delivery of Well-Child Care
Due Date: Q5M5R2012
Current Reviewer: Jefferson, Thomas
Status: PDFI Waork in Progress
[Edit] [ Check for Emors ][Mew][ View Routing History “ Route ] Cancel

13.10 Viewing the RPPR

Grantees are strongly encouraged to view the RPPR prior to submission to ensure that the correct
information and attachments are provided. Refer to the section of this document titled Submitting
RPPR to Agency on Page 268.

PD/PIs, PD/PI delegates, and reviewers can view a PDF version of an RPPR in Work in Progress
(WIP) or Submitted to Agency status to see how it will be seen by the Agency. Until the RPPR is
submitted to agency, the PDF report shows a status of Draff and a blank submission date.

To view the RPPR form, select the View button from the RPPR Menu screen.
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RPPR Menu &

(Gl Ramiber SE23HD1 FI45803
st FRESDENTIAL UNNEREITY
PIVPE e Jaflarson, Thomas
Progect Titk: & Hares Woeded for et Daltvery of Well-Child Care
D It O5E2012
Carment R Washingion, Gearge
Siatus: Ruvdewar Wark in Progress
EL!” Chack for Erom n-:.."l_r:n View Flouting Histery | [[Reunte | [ Subemis |[ Cancel |
pe—

13.11 Submitting RPPR to Agency

Grantees are strongly encouraged to view the RPPR prior to submission to ensure that the correct

information and attachments are provided. Refer to the section of this document titled Viewing the
RPPR on Page 267.

Completed and validated RPPRs in a status of Work in Progress can be submitted to the Agency
for acceptance. This act is performed by the Signing Official (SO) when the SO is the current
reviewer of the report. For SNAP awards only, PD/PIs may also submit the report if they have
been delegated submit authority by the SO.

NOTE: A PD/PI with Progress Report authority cannot submit a non-SNAP or F RPPR.

To submit the RPPR to agency:

1. Select the Submit button from the RPPR Menu screen.

RFPR Menu @
Gl Mamibe SR XD 2345800
[T PRESIDENTIAL UNNERSITY
POV e Jufarion, Thismas
Progect Tie: A Hrw W3l foe v Daviboiety of Wpll-Child Ciee
D Dt EEA SN2
CrnrTenl R Wiashingion, Jeoem
S1BRu; Forwbiraett Vori in Frogeess
[Ede] [ Check tor Emors | [Voew | [ Viaw Rousing Hissery | [ Route | (] Suberit [ Cancel |

The Submit RPPR screen displays a certification statement.

In submitting this RPPR, the SO (or PD/PI with delegated authority), certifies to the best of
his/her knowledge that the grantee organization is in compliance with the terms and
conditions specified in the Notice of Award and Grants Policy Statement, and verifies the
accuracy and validity of all administrative, fiscal, and scientific information in the progress
report. The SO (or PD/PI with delegated authority) further certifies that the grantee
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organization will be accountable for the appropriate use of any funds awarded and for the
performance of the grant-supported project or activities resulting from the progress report.
Deliberate withholding, falsification, or misrepresentation of information could result in
administrative actions such as withdrawal of a progress report, suspension and/or
termination of an award, debarment of individuals, as well as possible criminal penalties.
The grantee institution may be liable for the reimbursement of funds associated with any
inappropriate or fraudulent conduct of the project activity.

2. Select the I Agree button to sign off on certification.

The RPPR is validated for systemic and business rules. If there are any validation failures,
they are indicated by error messages on the RPPR Menu screen. Errors must be corrected in
order to submit the RPPR.

If warnings exist, they are displayed on the RPPR Menu screen. Although the RPPR can be
submitted with warnings present, the warning messages should be reviewed to determine if
an issue should be addressed.

3. If Warnings Exist. To address issues associated with warnings, select the Cancel button,
correct the issue, and resubmit the RPPR again. To continue with submission despite the
warnings, select the OK button.

If all validations pass, the RPPR Menu screen displays the following message: The RPPR has been
successfully submitted to PHS.

RPFR Menu &
e FPFH hard beieh SC O Sl ully’ Sulmillind 10 PHS
Grand Huenbas; SROIH0T X580
st PHESDENT i
PLVP Ramae - ¥
Pricjisct Tihc Coila S
s Diarbic
Cusrrisn® Hirviewer
b Sigbrrela d 15 Aoty
[Whew | [ View Reouting Hestory | Cancl |

The current reviewer is updated to the awarding agency, the RPPR status is updated to Submitted
to Agency, and the RPPR Submission date is recorded. The routing history is updated to reflect the
submission to Agency.

Any citations associated with the RPPR in C.1. Publications are officially associated with the
award in MyNCBL

If inclusion enrollment data are reported in the RPPR, this information will be provided in a
structured data form and updated into the eRA inclusion data system for NIH staff review and
acceptance. The data then becomes the data of record for the particular grant year.
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When an RPPR is submitted to Agency, email notification is sent to the PD/PI (Contact PI) on the
grant and the SO and AO assigned to the RPPR.

13.11.1 Submission Errors & Warnings for Multi-Project RPPRs

Upon submission, multi-project RPPRs are validated for systemic and business rules just as are
single-project RPPRs. However, for multi-projects, the errors and warnings are displayed
differently. When errors and/or warnings are found on multi-project RPPRs, the RPPR Menu
screen displays the Overall messages followed by the messages of the other components.

All errors must be corrected in order to submit the RPPR.

If warnings exist, they are displayed on the RPPR Menu screen under the errors. Although the
RPPR can be submitted with warnings present, the warning messages should be reviewed to
determine if an issue should be addressed.

Click here to view a sample of possible error messages.

RPPR Menu @

Error Messages
& Overall - Section B. Accomplishments: (ID: 201315}
B 5.1 An answer is required. (ID: 201238)
I B2 Ananswer is required, (ID: 201240)
B B3 an answer is required. (I 201241)
I B4 4nanswer is required: select Nothing to Report or enteriupload response, (10: 201243)
B 5. An answer is required: select Nothing to Report or enteriupload response. (ID: 201244)
& B& Anansweris required. (I0: 201245)
B overall - Section C. Products: (ID: 201316)
B C.1An answeris requirad. (ID: 201246)
B 2 Ananswer is required: select Nothing to Report or enterupload response. (I0: 201247)
B Overall - Section G. Special Reporting Requirements: (I0: 201320)
G.1. An answer is required: selact Nokhing to Report or enterfupload response. (ID: 201275)
B G.4.a An answer is required. (ID: 201278)
B G4b Indusion enrollment submission is required (ID: 201872)
B Core.6808 . Section A. Caver Page: (ID: 201309)
B 41 The project lead for the component is recuired. (1D: 200261
B Core-6608 - Section G, Special Reporting Requirements: (10 201320)
B cd4.a anansweris required (ID: 201278)
W G 6. An answer Is required. (10: 201281)
MW Core-6808 - Section H. Budget: (iD: 200253)
B 1. A budget is required. (ID: 200268)
B section H. Budget: (ID: 200263)
W 1.1, Atleast one component must have 3 Funds Requested amount greater than 0. Check the calculations to ensure this amount is cormect prior to submission. (ID: 200264)

13.12 RPPR Routing History

From initiation to submission to Agency, the routing of an RPPR is captured for auditing purposes.
PD/PIs, PD/PI delegates, and reviewers can view the routing history for Work in Progress or
Submitted to Agency RPPRs at any time, even when not they are not the current reviewer.

To view the routing history:

RPPR Module 270 September 27, 2017



eRA Commons User Guide

1.

Select the View Routing History button from the RPPR Menu screen.

RPPR Menu @
(Grant Mamber: I IHDN 2S00
nsgtution: PRESIDENTIAL UNNERSITY
VRN N Jiliion, Thamis
Progect Tite: & Mirw Lgead Bor Wvie Diaiivary of Wall-Child Cane
LT e
Tl Rirvisran P hngRon, JCEp
Slateri! Rt Wt in Progisd
[E_lt” Check for Emrs ]mﬂ' ‘irw Routing History T}Mu' [ Submit | [ Gancel |
g

The Routing History screen displays showing the Reviewer Name, Action, Notification
Sent (date and time), Date of Action, Next Reviewer Name, and Comments (when
available).

Routing History @

L oo Mama ] demen | Woticsson Sen | et Revrar Hame | Comments
Jefargon, Thomas iniate 03202002 103722

Jefarsen, Thomas Fioute D4-03-2012 022150 04-03-2012 022150 Wasnineon, Gebge

Hfanien, Thamat Bl Q032012 02448 0a-00-2002 03 8414 Jeflerses, Thomat

2. To close the screen, select the Back button.

13.13 Viewing the RPPR in Commons

The RPPR, in PDF format, is accessible in Commons within the Status Information screen. To
view the RPPR, perform the following steps:
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1.

From Commons, select the Status menu option.

2. Select the link for List of Applications/Grants.

) A Electronic Research Administration
A program of the National Instifutes of Health

Home Admin Institution Profile  Personal Profile| Status | ASSIST Prior Approval RPPR XT

Status: Pl Search

The following list of applications represents a r It of the search by Granis.gov Tracking # or a list
complete list of your Recent’Pending eSubmisjons, please click Recent/Pending e Submissions 1

s Applications that require action ga., to view errorsfwarnings) prior to submission complel
» Applications that are available Jfview (during two business day correction window) prior tc
# Applications that have been iected by Signing Official

* Funded Grants

& Successfully submitted applications, both paper and electronic

» Review assignment status, review results, summary statements, and MNotices of Award

» Other Commons features (e.g., JustIn Time, eSMNAP, Closeout, Financial Status Report) fc

Search by Grants.gov Tracking Num

Enter the Grants.gov Tracking Number into the following box for easy access to a specific grant a

e e

3. From the Status Result — List of Applications/Grants screen, select the hyperlink for the

specific Application ID.
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Notes & Tips:

Status Result - List of Applications/Grants @

« Imporiant Tha HEH provces T T (st i Tima) Bk in T COMImans for appicalions eceiing 3 peroenile of s Tian 33 of o appEcalons reosng & Briony S0on of Bebwsen 10 and 50 fin peroesile is
eouaned. Pladin Iwll NEEuSaed Borm P MM o6 Wil 12 Somobits Bl lesgtion. Farfanmons, Tos i 5 SyElem peobinm with T Commons, which Shows T T ik for NICEA, Spclcatind
(Felowshigs and Traning Jopcaions] Piease S0 nod submi B AT reormason For Trese oes of Jo0icalions Tough e Commons. Fiease Submil JT informalion for kaning prants. and slowships Teough
vl of 2 ol T iquitied & Sigrana OBad (500 8 pour NIBRSSA 1 S0d T coguid] 12 B Pl TROAR pou Sl ool COSpa S50

Tl Fediirwvieie) Bt o7 BSpRENSCASPRNS IIOIESINEN & reBull of B SRMCh by GIants pow Tescking B of § compiots RS0 ol 5 Tour SOPICRSSALRIINtE. If you 50 el Sb & Somakuie BEL of your BECECISSARIOIINtS, Blekis chek
Wil of Applcations Granls man B agan

Br-aera 1@
# Submenman e ———

S IHE T A M Mgl for B Chaltvary of Wl-Child Cace JEFFERGOM, [r— Racarded Mondipmahpn oty DRTTGONY

THOMAS Compisty
LIS T1A] GRAMTIZISETIP A N ladal lor v Delivery of Wel-Child Cane JFFERGOM, b Laarded Montsloanhen iy O [T

THOMAS gty B

LEIEn 00 | ORANTHIERITIF A N lodal o v Delivery of Wel-Child Cate HETERSEN, b WEhdwen by IC - O veaien DT
THOWAS Sy Enoumbeed

& Miw W2as] 150 9o Dbty o Tl-Chad Caew JETFERSON, Fastng T

THOMAS

[ EmpenisEne || Snowousy || Pris s |

The Status Information screen displays with the Other Relevant Documents section in the

top right corner.

4. The progress reports for incrementally-funded and multi-year funded awards are displayed

differently in Other

Relevant Documents.

a. For an incrementally-funded RPPR: Select the e-Application link from the Other
Relevant Documents section of the Status Information screen.

General Grant Information
Status:

Institution Name:
School Hame:
School Category:
Division Hame:
Department Hame:
Pl Hame:
Application I0:
Proposal Title:

Proposal Receipt Date:

Status Information

Pending administrative review. Refer any questions to
Program Official or Grants Management Spedalist
PRESIDENTIAL UMNERSITY

SCHOOL OF MEDICINE

SCHOOLS OF MEDICINE

MOME

PEDIATRICS

Jeffarson, Thomas

SROTHDT 23456-03

A Mew Model for the Delivery of Well-Child Care

Last Status Update Date:  0317/2011
Budget Start Date: 07012012
Budget End Date: 083002013
Progress Report Due Date: 05012012
Current Award Motice Date:
Application Source: Paper
Project Period Begin Date: 07/15/2010
Project Period End Date:  05/30/2015
eApplication Status:
FOM: [PADS-043] - MENTORED PATIENT-ORIENTED
HIH Appl. ID: 1234567
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a. For multi-year funded awards: Select the appropriate year's link in the Research
Performance Progress Report section. Links will appear as follows: RPPR Year

<X><MM/DD/YYYY>.
Status Information
|General Grant Information er Relevant Documents
Status: Application awarded e-Application
Institution Name: College at Stratford-Upon-Avon = =
School Name: SCHOOL OF MEDICINE umar Axe el
School Category: SCHOOLS OF MEDICINE Lalest NGA
Division Name: MNONE Haotice(s) of Grant Award 1
Department Name: PEDIATRICS (PDF) LELSEE
IP1 Mame: SHAKESPEARE, WILLIAM (Contact), Marlowe, Christoper Abstradt (Awarded Grant)
Wpplication 1D: 1R1SCAZ3456T-01A1
. 021172010 Times Revised{1)

Proposal Title: A Migsummer Nights Dream and Cther Known Sleeping Disorders Justin Time f11(2010 Times R -
Proposal Receipt Date: 01062014
Last Status Update Date: 022472010 Research Performance v 11
ICurrent Award Notice Date: 020172010 Progress Report
IApplication Source: Grants. gov Progress Report
Project Period Begin Date: 040172010 Mr?hnal P:;nnal B r1 14
IProject Period End Date: 023172014 (PRAM)
leApplication Status: Submission Complate _ i _
FoA: [PA00-123] - ACADEMIC RESEARCH ENHANCEMENT AWARD Audivons for Review (0 deouments)
JHIH App. 10 1234567

orfespondence

Referral
Date Description

The PDF version of the RPPR opens in a separate window.

NOTE: The submitted RPPR can also be accessed from the RPPR Menu screen. The View button
opens the PDF version of the RPPR.

13.14 PD/PI Assurance Report

The PD/PI Assurance Report displays instances when PI users agreed to the PD/PI Assurance
message upon routing or submitting a Research Performance Progress Reports (RPPR).

If you hold an SO role, you have access to this information. To view this information:

1. Select the RPPR tab from the Commons menu.
2. From the Manage RPPR screen, select the PD/PI Assurance Report option.
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Home  Adimus—— rProfie— Porsonal Profile  Status (JETTTI “yTrain  Admin Supp  eRA Partners

Manage RPPR @

Form Appraved OME No. 0925-0002

Tyew  Ambity  ICCood  Senl Newos  Sugetn el SuMiz Code
Grant Number:
[PDVPI Last Narma:
Current Reviewer Last Namae;
Status: Al =

Select Grant Humber link to manage the RPFR:
Grant Applications

The PD/PI Assurance Report screen opens. Y ou can perform a search for a specific PI or by
a range of dates for all PIs in the organization. Y ou can search by PD/PI Name, a range of
dates, or both. A search with no specified PI will return the records for all PIs in the
organization.

2. Enter your search criteria and select the Search button.

The search results display at the bottom of the screen.

PD/PI Assurance Report @

Law Fiemt

Bnmekpear
[Date Range From 07/09/2012 EH“{)DI‘F\'\'\‘] To 0B/0S/2013 Eﬁlﬂl.htltl.'\'\"r"(:

PDPI Name

(searen | | Clear |
POIPI Assurance Search Resulis 1- 2 out of 2 records  Prev 1 Nead &)

T N (7Y ™" N |
ROIEYO00005-03 Shakespeare, William THEBARD 2012-07-23 011720 ROUTE
ROIEY000005-03 Shakespears, William THEBARD 2012-07-24 1411526 susT
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PD/PI Assurance Report

POVPI Hame

Date Range From (01092013 | E@wmoory  To p1mazo1s | Bamoomom
I ——

Seach Cleas
PDPI Assurance Search Results 1- 12 out of 12 records  Priéw 1 Nest Al

popthame ——————Juserw  [iageeome  lacen |
ROTFDO00001-04 Eennet, Lizzie FROUDEB 2013-01-10 20004:44 SUBMIT
RO1DKOOO004-0121 CALULFIELD, HOLDEH CATCHER 2013-01-10 21:14:24 SUBMIT
RO1GMO00002-31 DOYLE, ARTHUR C SHERLOCK 2013-01-10 19:05:30 SUBMIT
ROVEYO00002-05 FINCH, ATTICUS SCOUTSDAD 2013-01-10 122048 ROUTE
ROTNS000001-13 FINN, HUCK TOMSFRIEMD 2013-01-14 123153 SUBMIT
ROAGMODOO01-17 FITZGERALD, F SCOTT GATZEY 2013-01-14 18:19:42 SUBMIT
ROTMHO00001-23 GOLDING, WILLLAM THEFLIES 2013-01-14 00:38:18 SUBMIT
RO1CADO0001-01 JOYCE, JAMES ULYSSES 2013-01-14 181117 SUBMIT
RO1EYOOD004-03 LEE, HARPER MOCKINGBIRD 2013-01-11 183550 SUBMIT
ROAEYDODO001-01 Sawyer, Tom HUCKSPAL 2013-01-14 2247:48 SUBMIT
RO1IEYDO0O05-03 SHAKESPEARE, WILLIAW THEBARD 2013-01-11 18:30:35 ROUTE

ROVEYODO003-07 TORRANCE, JACK SHINIMG 2013-01-14 13:21:32 SUBMIT

13.15 Submitting Your Final Research Performance Progress Report

As of January 1, 2017, a Final Research Performance Progress Report (Final RPPR) is required
for any grant that has ended and any grant that is not to be extended through award of a new
competitive segment. The report is due within 120 days of the end of the project period. This report
should be prepared in accordance with instructions provided by the awarding component. See NIH
Implementation of Final Research Performance Progress Reports (Final RPPR) — Guide Notice
NOT-OD-17-022

Effective February 9, 2017, if the recipient organization has submitted a renewal application on or
before the date by which a Final Research Performance Progress Report (Final-RPPR) would be
required for the current competitive segment, then submission of an "Interim RPPR" via eRA
Commons is now required. The Interim RPPR (IRPPR) will be used for the submission of a
Competing Renewal application (Type 2). See NIH Implementation of the Interim RPPR while a
Renewal Application is Under Consideration (Guide Notice NOT-OD-17-037).

Both the Interim RPPR and the Final RPPR are currently identical in process and information
required. The difference between the two is when and where they are made available to initiate
and submit. The /nterim RPPR link will be made available to the Signing Official (SO) in the
Status screen when a grant is eligible for submission of a Competing Renewal application.

The Final RPPR is only available as part of the Closeout process and the Process Final RPPR link
only appears on the Closeout Status screen.

The format of the Interim RPPR and the Final RPPR will be the same as the current annual RPPR,
making it easier for recipients to navigate through both the Interim and the Final RPPR, based on
familiarity with the existing format of the annual RPPR.

Differences between Interim/Final RPPR and the annual RPPR are few:
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o In the Interim/Final RPPR, only Section D.1 is required in the Participants section
 Sections F: Changes and Section H: Budget are not part of the Interim/Final RPPR
 Section I: Outcomes is new. Section I is required for both the Interim/Final RPPR

13.15.0.1 To submit your Final RPPR:

1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final RPPR is listed in the Closeout Submission
Requirement column. The Action column should include a link for Process Final RPPR.

2. From Closeout Status, select the Process Final RPPR link.

Clicking the Process Final RPPR link opens the Final RPPR Menu screen:

Final RPPR Menu @

Grant Number: 5R21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PD/PI Name: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: NIA
Current Reviewer:
Status: Mot Started
r

Initiate | Check for. Ermors | ‘-.-'ie'-;-;'l View Routing History | Route | Recall | Submit | Cancel |

3. Click the Initiate button to create the Final RPPR.

The Final RPPR Menu will then change, providing the user with the option to Edit the Final
RPPR:
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The RPFPR has been successfully initiated.

Application Information
Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDIPI Name: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genelic Degeneration
Due Date: MIA
Current Reviewer: MeCoy, Leonard B
Status: PDIPI Work in Progress
o

;hheck for Errors | Viewl View Routing History | Route | Recall | Submit | Cancel |
h-..—“/

4. Clicking Edit opens the navigation to the various sections of the Final RPPR:

B Accomplishments C Products D Participants EImpact G Special Reporting Req | Outcomes

A. Cover Page (7]

Save | Cancel |

Grant Information A.4 Recipient Organization Information
Grant Number:  S5R21HL123456-02 Organization Name: STARFLEET ACADEMY, MEDICAL RESEARCH
Project Title: Andronesian Encephalilis Can Lead to Genetic Degeneration Address: STARFLEET ACADEMY MEDICAL RESEARCH
1 WARP SPEED DRIVE
A.1 Program Director/Principal Investigator (PD/PI1) Information o SAN FRANSISCO CA 09876
Name: Kirk, Tiberius J DUNS: 98TE54321
E-mail: lamKirok@sfa.ea.edu EIN: 1234567890A1
Ph : 111) 555-1701
one (1) Recipientin: &

A.l.a
Is there a change of contact PD/Pl on a multiple-Pl award?

@NA OYes OHNo

If yes, provide the eRA Commeons ID of the new contact PDVPI

I o Reporting Period

Project/Grant Period

Start Date: 08M15/2011 End Date: 05/31/2013

A.1.b Not Applicable

A.2 Signing Official Information Start Date: 06/01/2012 End Date: 05/31/2013
Name: Requested Budget Period
E-mail:

Phone: Start Date: 06/01/2012 End Date: 05/31/2013

A.3 Administrative Official Information

Name: I Report I Annual ~ Other I

Frequency: Frequency:
E-mail:

Phone:

EM A Cover Page | B Accomplishments | © Products | D Paricipants | E Impact | G Special Reporting Reg | | Qutcomes

5. Complete each section as required. See How to Do I Fill Out the RPPR Forms for help
completing each section.
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Be sure to click SAVE when moving between sections or unsaved data may be lost.
When done, click Cancel to return Final RPPR Menu screen.

In the Final RPPR Menu screen, there are several action buttons at the bottom that you can
use to complete the Final RPPR:

Final RPPR Menu @

Grant Number: S5R21HL123456-02

Institution: STARFLEET ACADEMY, MEDICAL RESEARCH

PDIPI Name: Kirk, Tiberius J

Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: MIA

Current Reviewer: Boyd, Stacey

Status: PDIPI Work in Progress

Editl Check for Errors | Viewl Wiew Routing History | Ruutel Recalll Suhmitl Cancel | ‘

For more information on these options, see:

Editing the RPPR Forms

Checking for Errors and Warnings

Viewing the RPPR

Routing the RPPR

Recalling the RPPR

Submitting RPPR to Agency

The Cancel button closes the Final RPPR Menu screen.
13.16 Overview of the Interim RPPR

As of January 1, 2017, a Final Research Performance Progress Report (Final RPPR) is required
for any grant that has ended and any grant that is not to be extended through award of a new
competitive segment. The report is due within 120 days of the end of the project period. This report
should be prepared in accordance with instructions provided by the awarding component. See NIH
Implementation of Final Research Performance Progress Reports (Final RPPR) — Guide Notice
NOT-OD-17-022
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Eftective February 9, 2017, if the recipient organization has submitted a renewal application on or
before the date by which a Final Research Performance Progress Report (Final-RPPR) would be
required for the current competitive segment, then submission of an "Interim RPPR" via eRA
Commons is now required. The Interim RPPR (IRPPR) will be used for the submission of a
Competing Renewal application (Type 2). See NIH Implementation of the Interim RPPR while a
Renewal Application is Under Consideration (Guide Notice NOT-OD-17-037).

Both the Interim RPPR and the Final RPPR are currently identical in process and information
required. The difference between the two is when and where they are made available to initiate
and submit. The Interim RPPR link will made available to the Signing Official (SO) and the
Principal Investigator (P]) in the Status screen when a grant is eligible for submission of a
Competing Renewal application.

The Final RPPR is only available as part of the Closeout process and the Process Final RPPR
link only appears on the Closeout Status screen.

NOTE: If a system check by the Agency does not detect that there is a pending Type 5 renewal
application associated with the award when the grant goes into a Closeout Module, any Interim
RPPR that has been started will be converted to a Final RPPR and will be accessible through the
Closeout link in the Status column.

The format of the Interim RPPR and the Final RPPR will be the same as the current annual RPPR,
making it easier for recipients to navigate through both the Interim and the Final RPPR, based on
familiarity with the existing format of the annual RPPR. Differences between Interim/Final RPPR
and the annual RPPR are few:

o In the Interim/Final RPPR, only Section D.1 is required in the Participants section
o Sections F: Changes and Section H: Budget are not part of the Interim/Final RPPR
o Section I: Qutcomes is new. Section I is required for both the Interim/Final RPPR

Since a renewal application is competitive, there is no guarantee it will be funded. Therefore the
following scenarios should be noted:

Competing Renewal
Action
Application Status

Submit a Final

Not submitting a Competing Renewal RPPR no later than

application 120 days from the

PP project period end
date

Submitting a Competing Renewal Submit an Interim
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RPPR no later than
120 days from the
project period end
date

Not

Funded Funded

application
PP The The

Interim Interim
RPPRis | RPPRis
accepted | accepted
as the as the
annual Final
RPPR RPPR

13.16.1 Submitting Your Interim RPPR
To submit your Interim RPPR:

1. Select the Interim RPPR link for the grant from Status search results.
The Interim RPPR link will appear for both the Principal Investigator (PI) and the Signing

Official one day after the budget period end date and before the award moves to Closeout.
2. Clicking the Interim RPPR Link opens the Interim RPPR Menu screen:

Interim RPPR Menu @

Application Information

Grant Number: S5R21HL123456-02

Institution: STARFLEET ACADEMY, MEDICAL RESEARCH

PDIPI Name: Kirk, Tiberius J

Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: MNIA

Current Reviewer:

Sgﬂls: Mot Started

Initiate | t Check for Errars | ‘-..-’iE'-;-;'l View Routing History | Route | Recall | Submit | Cancel |
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3. Click the Initiate button to create the Interim RPPR.

The Final RPPR Menu will then change, providing the user with the option to Edit the
Interim RPPR:

The RPPR has been successfully initiated.

Application Information
Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDIPI Hame: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: MNIA
Current Reviewer: McCaoy, Leonard B
Status: PDVPI Work in Progress
Editl eck for Errors | View | Wiew Routing History | Route | Recall | Submit | Cancel |

4. Clicking Edit opens the navigation to the various sections of the Interim RPPR:
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B Accomplishments C Products D Participants Elmpact G Special Reporting Req | Outcomes

A. Cover Page (2]

Save | Cancel |

Grant Information A.4 Recipient Organization Information
Grant Number: 5R21HL123456-02 Organization Name: STARFLEET ACADEMY, MEDICAL RESEARCH
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration Address: STARFLEET ACADEMY, MEDICAL RESEARCH

1WARP SPEED DRIVE
SAN FRANSISCO CA 09876

A.1 Program Director/Principal Investigator (PD/PI) Information o

DUMNS: 987654321

Name: Kirk, Tiberius J EIN: 1234567890A1
E-mail: lamKirok@sfa.ea.edu o I
Phone: (111)585-1701 Recipient ID:
Ala Project/Grant Period
Is there a change of contact PDVPI on a multiple-Pl award?

@A Oves OHo Start Date:  08/15/2011 End Date: 05/31/2013
If yes, provide the eRA Commons ID of the new contact PDIPI Reporting Period

I Start Date: 06/01/2012 End Date: 05/31/2013

A.1.b Not Applicable

Requested Budget Period
A.2 Signing Official Information

Start Date: 06/01/2012 End Date: 08/31/2013
Name:

Report I.»"«.nnual v Other I
E-mail: Frequency: Frequency:
Phone:

A.3 Administrative Official Information

Name:

E-mail:

Phone:

Save | Cancel | A Cover Page | B Accomplishments | C Products | D Paricipants | E Impact | G Special Reporting Req | | Qutcomes

5. Complete each section as required. See How to Do I Fill Out the RPPR Forms for help
completing each section.

Be sure to click SAVE when moving between sections or unsaved data may be lost.
When done, click Cancel to return Interim RPPR Menu screen.

In the Final RPPR Menu screen, there are several action buttons at the bottom that you can
use to complete the Interim RPPR:
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Interim RPPR Menu ©
Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDVPI Name: Stanley, William C
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: NIA
Current Reviewer: McCoy, Leonard B
Status: PDIPI Work in Progress
[
Edit Check for Errors | View | View Routing History | Route | Recall | Submit | Cancel | r

For more information on these options, see:

o Editing the RPPR Forms

e Checking for Errors and Warnings
o Viewing the RPPR

o Routing the RPPR

o Recalling the RPPR

o Submitting RPPR to Agency

The Cancel button closes the Interim RPPR Menu screen.
13.16.2 Interim Report Additional Materials (IRAM)

The Agency may request Interim Report Additional Materials (IRAM) to provide a means for the
grantee to enter, review, route, and submit information in response to specific request(s) by the
Program Official at the IC (or AHRQ, if applicable) for additional information following the
submission of an Interim RPPR.

As with the RPPR, a PD/PI (or Contact PI in the case of multiple Pls) can enter the IRAM.
However, only the SO can submit the IRAM to the agency.
The link for the request will be displayed in the Available Actions column as "IRAM".
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Home Admin  Institution Profle  Personal Profile  Status  ASSIST  Prior Approval RPPR  Intemet Assisted Review xTrain  xTRACT Admin Supp eRA Pariners Non-Research
« Return to Pl Search
Notes & Tips:
= Important: The NIH provides the JIT (Just in Time) link in the Commons for scored applications. Please await instructions from the NIH on whether to complete this information
The following list of applicationsigrants represents a result of the search by Grants.gov Tracking # ora plete list of all your applications ts. If you do not see a complete list of your
applicationsigrants, please click List of Applications/Grants menu tab again.
Status Result - List of Applications/Grants @ @ Fiat View
ROTHL123456 (7] 05/01/2012 - 01/31/2021 LEE. JUN-FAN (PL/PI) Human Mesenchymal Stem Cell -
(Project Period) Microvesicles for the Treatment of
Acute Lung Injury (Title)
Grants.gov PD/PI issi Current Applicati Status
Application 1D Tracking# Proposal Title Name Status Status Date Available Actions
4R01HL123456- Human M hymal Stem Cell Mi icl LEE, JUN-FAN (P1) Awarded. Non- D3/3172016 RPFR | | Interim RFFR
05 for the Treatment of Acute Lung Injury fellowships only
1RO1HL123456- GRANTET654321  Human M hymal Stem Cell Mi icl LEE, JUN-FAN (PI) Submission Awarded. Mon- 05/02r2012 JIT (times revised-1)
for the Treatment of Acute Lung Injury Complete fellowships only
SROTHL123456 Human M hymal Stem Cell Mi icl LEE, JUN-FAN (PI) Awarded. Non- 033172015 RPPR
i for the Treatment of Acute Lung Injury fellowships only
Status Result - List of Applications/Grants e € Grouped View EEEERT
Filter:
Show| s0 v |perpage -:< »
Current
Application Grants.gov PDIPI eSubmission Application Status Available
[0} + Tracking# + Proposal Title + Name + Status + Status « Date + Actions
5R21NS123456- Statins, statin-related gene,  LEE. JUN-FAN Awarded. Non- 08/2002015
02 and Parkinson's disease risk  (PI) fellowships only
1R21NS000003- GRANT12345678  Statins, statinrelated gene,  |EE.JUN-FAN  Submission Awarded. Non- pg  RFPR
01A1 and Parkinson's disease risk  (PI) Complete fellowships only Inclusion
i i o Interim RFFR
BROTNS123456- Prospective Study of Restless LEE.JUN-FAN  Submission Awarded. Non- o7
03 Leg Syndrome (P} Complate fellowships only

When the link is clicked, the IRAM screen will open and provide an Upload button. Click this
button to select the PDF file that satisfies the agency request as well as any appropriate comments
related to the request and/or file. The character limit for the comments is 2,000 characters.
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Home Admin Insftitufion Profle Perscnal Profile | Status | ASSIST Prior Approval RPPR  Intemnet Assisted Review xTrain  xTRACT Admin Supp eRA Pariners Mon-Research

RecentPending issions  List of Applications/Grants  Search by Grants.gov Tracking Mum

In submitting these Final Progress Report additional materials, the SO (or PDVPI with delegated authority), certifies that the grantee organization is in compliance with the terms and conditions spetified in the Notice
of Award and Grants Policy Statement, and verifies the accuracy and validity of all administrative, fiscal, and scientific information in the progress report. The SO (or PDVPI with delegated authority) further cerifies
lnat the grame& clganlzaﬂon \\ql\ be accountable for the appropriate use of any funds awarded and for the performance of the grant-supported project or activities resulting from the progress report. Deliberate

g, falsification, or misrep ion of informaticn could result in administrative actions such as withdrawal of a progress report, suspension andfor termination of an award, debarment of individuals, as well

a5 possible criminal pena\tles The grante instituion may be liable for the reimbursement of funds associated with any inappropriate or fraudulent conduct of the project activity.

Interim Progress Report Additional Materials (IRAM) e

Grant Number: 4R.0HL 12345605 PD/PI Name: Lee, Jun-Fan
Institution: UNNERSITY OF CALIFORMNIA, SAM FRANCISCO Project Title: Hurman h | stern cell mi icles for the treatment of acute lung injury
Please provide additional materials: + Upload
File Name Date Uploaded Uploaded By

No documents have been uploaded

Please provide comments:

Total remaining allowed limit i= 2000 characters.

Cancel Preview Delete m

After selecting the appropriate document, you will be returned to the IRAM screen where you may
enter comments and then use the buttons at the bottom of the page to:
o Cancel - No changes will be made and you will be returned to the Status Results page
o Preview - This will open the submission to allow you to view the uploaded document and
comments that will be sent to the Agency.
o Save - The selected document and comments (if any) will be saved for future submission.
o Delete - The selected document will be removed and a different document may be uploaded.

o Submit - Send the document and comments to the Agency.

Y ou may also upload additional documents [limit 10] as well as View or Delete individual
documents.
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Home Admin Institution Profile  Personal Profile | Status | ASSIST Prior Approval RPPR  Intemet Assisted Review xTrain  xTRACT Admin Supp eRA Pariners  Non-Research

Recent/Pending eSubmissions  List of Applications/Grants  Search by Grants.gov Tracking Mum

In submitting these Final Progress Report additional materials, the SO (or PDVPI with delegated authority), certifies that the grantee organization is in compliance with the terms and conditions specified in the Motice
of Award and Grants Policy Statement, and verifies the accuracy and validity of all administrative, fiscal, and scientific information in the progress report. The SO (or PD/PI with delegated authority) further certifies
that the grardee clganlzatlon will be accountable for the appropriate use of any funds swarded and for the performance of the grant-supported project or activities resulting from the progress report. Deliberate

¥, ion, or misrep ion of information could result in administrative actions such as withdrawal of a progress report, suspension andfor termination of an award, debarment of individuals, as well

&s possible criminal penalties. The grantee institution may be liable for the reimbursement of funds associated with any inappropriate or fraudulent conduct of the project activity.

Interim Progress Report Additional Materials (IRAM) e

Grant Number: 4R0HL 12345605 PDVPI Name: Lee, Jun-Fan
Institution: UNINERSITY OF CALIFORMNIA, SAN FRAMNCISCO Project Title: Human h: | stern cell mi icles for the treatment of acute lung injury
IRAM
Please provide additional materials:
File Name Date Uploaded Uploaded By
IRAM_Doc_1 pdf 0971 472047 Lee, Jun-Fan View

Pleaze provide comments:

[Provide related comments here]

Total remaining allowed limit is 2000 characters.

[Cancel Preview Delete m]

13.17 Public Access PRAM

The Public Access Progress Report Additional Materials (PRAM) feature provides a means for the
grantee to enter, review, and submit information in response to the automated notification sent
when an NIH grantee organization submits an RPPR with non-compliant publications. The system
sends the automated email to the PD/PI requesting verification that all publications are in
compliance with the NIH Public Access Policy. The SO and AO assigned to the RPPR on the
cover page will receive a copy (cc:) of the email. While an email response to the GMS and PO is
acceptable at this time, the grantee is encouraged respond using the Public Access PRAM feature
in eRA Commons. AHRQ does not currently use the PRAM feature for public access compliance
notifications.

Using the PRAM feature, grantees can upload and submit a My NCBI PDF report demonstrating
that previously non-compliant papers reported on the RPPR are now compliant. Compliant papers
have a status of Complete, N/A (not applicable), PMC Journal in Process, or In process at
NIHMS. Please see http://publicaccess.nih.gov/include-pmcid-citations.htm for additional
information. If unable to provide the verification of compliance, grantees can upload and submit
justification for why specific publications cannot be brought into compliance.

As with the RPPR, a PD/PI (or Contact PI in the case of multiple PIs) can enter the Public Access
PRAM, but can only submit it if the PD/PI is delegated with Submit Progress Report authority.
Otherwise, only the SO can submit the PRAM to Agency.

13.17.1 Initiating Public Access PRAM

The PD/PI (Contact PI) or PD/PI Delegate can initiate Public Access PRAM by following the
steps below:
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1. Access the Status Result — List of Applications/Grants screen.
2. Select the Public Access PRAM link from the Action column of the appropriate grant.

Status Result - List of Applications/Grants ©
Hasties & Tips:

& Imporiant Thas MM provices B JIT Lt in Tima) Bk in e Commons for Spplicafions recaaang 3 percentibe of leas Bian 30 of fod Spplcalons recsuing 3 oy sooe of Batwisen 10 3nd 60 0 no perceniiy i
prodd e il nifuctasd i B M S0 whalhar 3 Somilels Bay infor=loe

T foliowing il of applcalions/orants represents a reswl of fhe search by Grants gov Teacking & of a oemplebs ki of all pour applscaoraiorants. 1 you o mof s4e 3 complels lisi of pour applcalonsigrans. please ook
Lisst of Applcafoes Grangs many b agan

- 1poiiea 1308

- S Grants gory Tracking PO . Caarant Reviralen -
m.:bml:l' L -l" E S Y m
o] 3345600

A ey ool Bor vl Dot o Yl Ot Care JEFFERBOMN, ] fann20i2 | EPF
THOMAS
£ (MPT} GRANTOOTII4SE  Crirmes & Pyrshmaisnt 3nd e EBscls on Mantsl Healih  JEFFEREBON, Submisson Pandicg RO | Tineeiyl Shee
THCMAS Complit
ORAMTEOTILSAT  Thi Radd B of Courags and Ofir Bis Dissrdess  JEFFERSOM, Submisesn APphcaSon RS BiEn eatieed it SAI20012
THOMAS  Complete O

Expont Io Excel Show Query | [ Print Hilst

The Progress Report Additional Materials (PRAM) screen displays.Grant Information
including Grant Number, PD/PI Name, Project Title, Institution, Status, and Current
Reviewer displays at the top of the screen. The Public Access Compliance section at the
bottom contains guidance for responding to the automated email requesting evidence of
compliance with a field and buttons for uploading and maintaining attachments.

3. Use the Add Attachment button to browse and select the My NCBI PDF or another
PDF document providing justification. Note that selecting the Cancel button closes the
screen instead.

4. Enter a response in the text box in 2,000 characters or less and select the Route button at the
bottom of the screen.

Progress Report Additional Materials (PRAM) (7]

Grant Humber: SK23HD123456-03

[PDVPI Hame: JEFFERSON, THOMAS

Project Title: A Mew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL UNIVERSITY

Status: POPI Work in Prograss

Current Reviewer: Jeflerson, Thomas

Public Access Compliance
Provide verification that all publications ara in compliance with the NIH Public Access Policy

« Verify compliance with the NIH Public Access Policy by upleading a My NCBI POF repor demonsirating that previously non-compliant papers repored on the RPPR are now compliant
Citations must have one of the Tollowing statuses: "Complate™, "MA™ (nol applicable) , "PMC Journal in Process™, “In process at NIHMS™.

« Ifunable to provide verification, provide a justification for why the specific publication(s) cannot be brought into compliance.

@uadhnuchmam: [Eample Document par | Delete Attachment || View Attachment | )
View [ View Routing History ([ | Route | ) Cancel
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NOTE: The options for Delete Attachment and View Attachment display once an
attachment has been uploaded.Save, View, and Route History may be selected at this time.
Selecting the option for Cancel closes the screen without saving or routing the PRAM
information.

5. Optional: Select the View Attachment button to view the document. Select the Delete
Attachment button to remove the document.

When the Route button is selected, the Route PRAM to Next Reviewer screen displays. A
list of all available reviewers exists in the drop-down for Next Reviewer.

6. Select an SO from the Next Reviewer drop-down list.
7. Enter text into the Comments field as necessary. This is not a mandatory field.
8. Select the Submit button to continue.

Route PRAM to Next Reviewer @

Mamir JEFFERSON, TroMas Girard Kumiber- ERCIIHDA PIE5E-03
Car arites Il utes PR S0 PITIAL LW ey

(] Mext s WASHINGTON, GEORGE a0, 50§ v:)
Comments: Hesw e miy 5-3miple comemanis aboud enbenng FRAM informadion

= =

The Route PRAM to Next Reviewer screen displays the PD/PI Assurance statement.

9. Read the assurance statement and select the Submit button to agree to the content and
continue routing the PRAM to the next reviewer.

Route PRAM to Next Reviewer ©

PN Aoy o e
carlly ot e ladirmpnds Rt 3nh Brue. complell 3nd Socurabe 10 T Bait of rmy Endwiedon. | 3m Jevies Tial sy Milie, ScBSous. o Baadulent SESMents of ams may Pebiec me 5 camingl oivil, or
SSminiiratel EnagE A PLWPL | 300 5 300801 ipaniibilty 150 T ACeSBRE Condadt of I BE 0l 55 B prinicde B flguIngd Srogoeds rEpdrts i 4 orant i S Sid 38 3 redull &f Bl Submitision

[Soome owen]

The Progress Report Additional Materials (PRAM) screen displays with a message indicating that
the PRAM was successfully routed to the selected reviewer. Additionally, the status is updated and
shown as Reviewer Work in Progress. At this point, the PD/PI can only view the PRAM and may
not edit it. To be able to allow the PD/PI to edit the PRAM, the SO needs to route the PRAM back
to the PD/PI using steps similar to those above.

At the time of routing, an email is sent to the PD/PI and the selected SO (or other Next Reviewer)
to notify them of the event.
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Progress Report Additional Materials (PRAM) e

@‘R-‘d’.l was successfully routed to WASHINGTOMN1, George Wash mg:r;n)

Grant Number, SK23HD123456-03
PDVPI Name: JEFFERSON, THOMAS
Project Title: A Mew Model for the Delivery of Well-
Institution: PRESIDENTIAL UNIVERSITY
(’ Status: Reviewer Work in Progress
L] Current Reviewer: Washington, George
Public Access Compliance
Provide verification that all publications are in compliance with the NIH Public Access Policy

« Verify compliance with the NIH Public Access Policy by uploading a My NCBI PDF report demonsirating that previously non-compliant papers reported on the RPPR are now compliant.
Citations must have one of the following statuses: “Complete”, "MIA" (not applicable), "PMC Joumal in Process™, “In pracess at NIHMS®

« Ifunable to provide verification. provide a justification for why he specific publication(s) cannot be brought into compliance.

Upload Attachment; 1111111 paf View Attachmant

(View|[  View Routing History | [ Gancel

13.17.2 Recalling Public Access PRAM

Public Access PRAM that has been routed to a reviewer can be recalled by the person who
performed the routing action until the PRAM has been submitted to the Agency. This is useful in
situations when the report was routed to the wrong person or the reviewer is unavailable. The last
reviewer of the report is able to recall it; however, Signing Officials at the Institution and the
Contact PD/PI who are not the last reviewer can also recall the report when it is in a status of
Reviewer Work in Progress.

NOTE: A PD/PI delegate does not have the ability to recall the PRAM.

To recall an Public Access PRAM, select the Recall button from the Progress Report Additional
Materials (PRAM) screen.
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Progress Report Additional Materials (PRAM) [ 7]

Grant Number: SK23HD123456-03
PDPI Name: JEFFERSON, THOMAS
Project Title: A Mew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL UNIVERSITY
Slatus: Reviawar Work in Progress
Current Reviewer: Washington, Gearge
Public Access Compliance
Provide verification that all publications are in comnpliance with the NIH Pyblic Access Policy

« Verify compliance with the NIH Public Access Policy by uploading a My NCEBI POF report demonsirating that previously non-compliant papers reported on the RPPR are now compliant
Citations must have oneé of the Tollowing statuses: "Complete™, ™A (nol applicable) , "PMC Journal in Process”, “In process at NIHMS™

e [funable fo provide verification, provide a justification for why the specific publication(s) cannot be brought inte compliance.

Upload Attachment: |SamplePRAN paf | View Attachment |

(View [ View Routing History | [ Cancel |

A message displays on the screen indicating: The PRAM has been successfully recalled. You have
been set as the Current PRAM Reviewer.

The status of the PRAM is updated to PD/PI Work in Progress if recalled by the PI or Reviewer
Work in Progress if recalled by the SO; the reviewer from whom the PRAM is recalled receives an
email informing him of the action; and the PRAM routing audit history is updated to reflect the
action.

Additionally, the ability to delete the attachment is restored and the Route button is enabled,
providing the current reviewer the ability to update the PRAM and route it to another reviewer.
13.17.3 Submitting Public Access PRAM

When the Public Access PRAM is in Reviewer Work in Progress status, the Signing Official (SO)
can submit it to the Agency. PD/PIs may also submit the information if they have been delegated
Submit Progress Report authority by the SO.

To submit the Public Access PRAM:

1. Access the Status screen.
2. Enter the appropriate query parameters to locate the grant and select the Search button.

The Status Result — General Search screen displays with the matching information.
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3. From the Action column, select the link for PRAM.

Status Result - General Search @
Tips madl Kodes:

w PO i Shoaws Contsc P1fed rl-P1 gt

\Grantige Tracking Thdget SLart Shorw Al Pricef
m— P T Y I Y S M

T A Mot o B Duthary o ek Chs| EFFERSON, g WSOAE e BrEER (Fite focess PRATY

Esgotia Excel Sharw Duey P Hillist

Bi-iafi 108

The Progress Report Additional Materials (PRAM) screen displays. The screen displays
Grant Information on top and the PD/PI comments in the text box at the bottom of the
screen. In addition to submitting the PRAM, from this screen, the SO also may View the
PRAM as a PDF, Route it to another reviewer (or back to the PD/PI), and view the Route
History. Select any of the appropriate buttons to perform these actions. Follow the steps
below to continue submitting the PRAM.

4. Select the Submit button.

Progress Report Additional Materials (PRAM) (2]

GI'&I'II Information

Grant Number: SK23HD123456-03
PDPI Name: JEFFERSON, THOMAS
Project Tithe: AMNew Madel for the Délrvery of Well-Child
Institution: PRESIDENTIAL UNIVERSITY
Stalus: Reviewer Work in Progress
Current Reviewer: Washington, George
Public Access Compliance
Previde verification that all publications are in compliance with the MIH Public Access Policy

« Verify compliance with the NIH Public Access Policy by uploading a My MCEI PDF report demonstrating that previously non-compliant papers reported on the RPPR are now compliant
Citations must have one of the following status es: “Complete”, "MIA™ (not applicable) , "PMC Journal in Process”, In process at MIHMS®,

# Hfunabile to provide verification, provide 2 justification for why the spedific publication(s) cannot be brought into compliance

Upload Attachment: [1111111.pdfl | Delete Atiachment | [ View Attachment |

View [ View Routing History | [ Route | ([ Submit | ) Cancel

The Submit PRAM to Agency screen displays. By continuing from this screen, the SO
certifies that the submitting organization is in compliance with the terms and conditions
specified in the Notice of Award and Grants Policy Statement. The SO also verifies that the
information provided in the PRAM is valid and accurate.
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5. Read certification agreement. Select the I Agree button to continue submitting the
information. (Selecting the Cancel button closes the screen and returns the Progress Report
Additional Materials screen without submitting the material.)

Submit PRAM to Agency

N sasbemiming s Frogeess Rapon adasonal malenals, B 50 (of POVP] wilh delegaled authorly), Comies Tal B grantee Srgancalion is in comaliancs wilh T bems and condiBans speclied in B Holior of Ssand
aredl Geandy Foboy Thaltemagenl andd verden e Soceracy and validly of ol pdminivirabon, Scal. and gosniic informalion in Bue pesgeess reppn The 50 (o POPTwilh debegaled sulhornly] luher carbBas Bl Bha granies
SIpAnZaEn will Be Bcrountabie ko B Aperoonisie wse of by kends Swaeced Bnd for T performance of T Srasi-SUpporied Brophol of OB MSaiiag Bom B progness non Delibenie sasheidng, isfcaton, of
mismspresenkaion of informadon could resull i adminisialive aclons such 2 wihdrawal of 3 propress ceporl. suspension andior dermingbon of 3 award. debarmaenl of individuals, a8 well a3 possible owminal
i T Griesbi WABRASNA Mily B NSH K Bl BITBUTTEMEnt o Rt S50 000 Wilh Sy IRSECTOBAINE &7 IFhuSubivl i o M posiel Bl

Grani Fusmber: SHIIHD FISE-03 Dus Debe:  2043-02-05
Wt PRESIDEMTIAL UNNERSTY Current.

PP Haama JUFFERGOM, THOMAS Foirsisrarier
Progeci Tie: B, By byl 0 ol vy OF Waedl Creda Ot AM Forrsbirael W00k in Frogoess

Washingion, GEHEH

Sl

The Progress Report Additional Materials (PRAM) screen displays with a message
indicating that the PRAM was successfully submitted. The current reviewer is updated to the
awarding agency, the PRAM status is updated to Submitted to Agency, and the PRAM

submission date is recorded. The routing history is updated to reflect the submission to
Agency.

Progress Report Additional Materials (PRAM) (2]

CT_he progress report additional materials have been succassfully submitted to F'HS)

Grant Number: EK2IHD123456-03
PD/PI Namae: JEFFERSOM, THOMAS
Project Tithe: A MNew Model for the Delivery of Well-Child
Institution: FRESIDENTIAL UNIVERSITY
— =
( Status: Submitted to Agency
by _Current Reviewer: NIH

Public Access Compliance
Provida verification that all publications are in compliance with the NIH Public Access Policy

+ Verity compliance with the NIH Public Access Policy by uploading & My NCBI PDF repen demonstrating that previously non-compliant papers reporad on the RPPR are now compliant
Citations must have ona of the following statuses: "Cormplete”, TNIA" (not applicable) . "PMC Joumal in Process”, "In process at NEHMS®

= unable to provide verification, provide a justification for why the specific publication(s) cannot be brought into compliance.

Upload Attachment:  [1111111.pal t te All t View Attachment |

View View Routing History Cancel

When PRAM is submitted to Agency, an email notification is sent to the PD/PI (Contact PI) on the
grant, the submitting SO, the SO assigned to the RPPR, and AO assigned to the RPPR and the
Public Access PRAM link will no longer be available.

NOTE: To view the submitted PRAM, select the View button on the Progress Report Additional
Materials (PRAM) screen. This option opens the PRAM PDF in a separate window. The Public
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Access PRAM will appear as the final page of the PDF document. See below for display of IC
Requested PRAM.

13.17.4 View Public Access PRAM for Multi-Year Funded Awards

After submitting Public Access PRAM for multi-year funded awards, users with access to the grant
information may view the PRAM via the Status Information screen. Status Information is accessed
by selecting the Application ID hyperlink from the Status Result — General Search (SOs) and
Status Result — List of Applications/Grants (PIs) screens.

Status Result - List of Applications/Grants 7]
Fotes & Tigs:

= Important Tha NIH prosices B T Cusd in Tims) sk in B Commons for 3pchcalions iecening i peecentie of lss Tie 30 of lor Bpplcaions recehing & prionty score of bebwwen 10 and 8D Il no percentie i
providéd. Maate Iwall indrucions Bom e HMBH on whelhed b complite B inlormalion

The Rolowing sl of JppRcabona/grants represents 2 resull of T Search by Granmts gov Trackang B of 3 complebe 51 of 3 pour AppCcalonSiorants. I pou 00 Aol S88 3 Complete NSl of your SpPRCIBONS/Qrants, please dick
Listed wGrants i 10 3gain
f1-110011 108
Curfeat
o 2
Tcg Proposal Tite nppication Action
> Silabis w
IO CA 1 224 5 -0 ] ERANTIZI000TF &S Well That Ends Wel SHANETFEARE, SubDmMisseon  ASminisiraively 11082011 Irans el Sret
WITH ACNRRCHMBNLS in TILLEAR Complaty imarran by IC
Wasane
:i-h-'mnth AMidrummerhignts  SHAKESPEARE. Submisscn  Awarded Mon-  02Q4@010 SEFR YaarZ | REPH Yem | Inansmal ot
Dewam ana Ofhes Known  WILLIAW Compiete TeBowSRIpS ondy
Sieeging [isorders
3z GRANTIZHEETEFP The Tan Hobls Kingmen & SHAKESPEARE. Submission Pending IRG OTATR01Y Trans sl Shrest
Sudy on Genebcs and DA WILLIAM Compiete Rt

EsportboEscel | Sheow Cusiy Pk HiSisd

From the Status Information screen, select the hyperlink in the area marked Progress Report
Additional Material (PRAM) in the Other Relevant Documents section. The PRAM links for
multi-year funded awards display as PRAM Year <X> <date submitted>.

Status Information
lGeneral Grant Information r Relevant Documents
Status: Application awarded ﬁﬁﬂn 'ﬁiﬂﬂ
Institution Name: College al Stratford-Upon-Avon
School Name: SCHOOL OF MEDICINE Summary Statement
Schoal Category: SCHOOLS OF MEDICINE Lalest NGA
Devision Name: MNOHE Maobice(s) of Grant Award
IDepartment Name: PEDIATRICS (PDF) 4301018
{P1 Name: SHAKESPEARE, WILLIAM (Contact) Marlowe, Christoper [Abstract (Awarded Grant)
WApplication I0: 1R1SCAZ3456T-01A1
Proposal Titke: A Midsummer Nights: Dream and Gther Known Sleeping Disorders AT Tetoo =
IProposal Receipt Date:  01/08/2014 £5ybmission Cover Lafier
lLast Status Update Date:  0224/2010 Research Performance oo v 4 02002011
fCurrent Award Notice Date: 0201/2010 Progress Report
IAPPICALION Source: Grants.gov Progress Report
IProject Period Begin Date: 04/01/2010 Addiional Material PRAM Year 1052012011
[Project Period End Date: 033172014 | (PRAM)
leApplication Status: Submission Complete =
FOA: [PADO-123] - ACADEMIC RESEARCH ENHANCEMENT AWARD Agdiions for Review (0 documents)
JNIH Appl. 1D: 1234567
Correspondence
Referral
Date Description Action
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13.18 IC (Agency) Requested PRAM

The Agency Requested Progress Report Additional Materials (PRAM) feature provides a means
for the grantee to enter, review, route, and submit information in response to specific request(s) by
the Grants Management Specialist at the IC (or AHRQ, if applicable) for additional information
following the submission of an RPPR.

As with the RPPR, a PD/PI (or Contact PI in the case of multiple PIs) can enter the PRAM, but
can only submit it if the PD/P1 is delegated with Submit Progress Report authority. Otherwise,
only the SO can submit the PRAM to Agency.

NOTE: Agency requested PRAM is not available for multi-year funded awards at this time.

13.18.1 Initiating Agency Requested PRAM

The PD/PI (Contact PI) or PD/PI Delegate can initiate Agency Requested PRAM by following the
steps below:

1. Access the Status Result — List of Applications/Grants screen.
2. Select the Agency Requested PRAM link from the Action column of the appropriate grant.

Status Result - List of Applications/Grants @
HNotes & Tips:

« Important: The NIH provides the JIT (Justin Time) link in the Commaons for applications recehing a percentile of less than 30 or for applications recening a priorty score of betwean 10 and 80 if no percantile is
provided. Please awall instructions from the MIH on whether to compléte this infermation.

The following list of applications/grants reprasents a result of the search by Grants gov Tracking 8 or a complete list of all your applicationsigrants. If you do nol see a complate list of your applications/grants, please click
List of Applications/Grants menu tab again,

El1-1000108 120

e ) e

A New Model for the Deliver of Welk-Child Care JEFFERSON, Pending 09!3012012 RPPR
THOMAS AL
04 (MPI) GRANTOD123456 | Crirme & Punishrment and the Efects on Mental Health JEFFERSON Subrmission Pending 0262012 Tt

Complete
GRANTO0234567  The Red Badge of Courage and Other Skin Disorders JEFFERSON Subrmission Application has been entered ino 08222012  Transmittal Shaet
THOMAS Complate computer
l Export to Excel J l Show Query J l Print Hitlist J

The Progress Report Additional Materials (PRAM) screen displays. Grant Information,
including Grant Number, PD/PI Name, Project Title, Institution, Status, and Current
Reviewer, displays at the top of the screen. The Additional Materials Requested by
Agency section at the bottom provides a means for adding the requested materials. Up to
100 attachments can be submitted, but all attachments must be in the form of PDF files.

3. Select the Add Attachment button in the Additional Materials Requested by Agency
section of the screen.
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Progress Report Additional Materials (PRAM) @

Grant Number:
POPI Name:
Project Title:
Institution:

Status:

Current Reviewer:

SK2IHD123456-03

JEFFERSON, THOMAS

AMNew Madel for the Delvany of Well-Child Cara
PRESIDENTIAL UNNVERSITY

Mot Started

Upload file(s):

Additional Materials Requested by Agency

Please provide addiional materials

Add Attachment |

(View] [ View Routing History | [ Route | [ Cancel

4. Use the Upload Attachment pop-up Browse and Upload buttons to search for and attach the
appropriate file. Repeat for all necessary attachments.

The Additional Materials Requested by Agency section updates to show a table of all
attachments. The table displays the Document Name and Action links of View and Delete
for each attachment.

5. Optional: Select the document’s View link in the Action column to view the attachment.

6. Optional: Select the document’s Delete link in the Action column to remove the attachment.

NOTE: The options for View and Route History may be selected at this time. Selecting the
option for Cancel closes the screen without saving or routing the PRAM information.
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7. Select the Route button to send the PRAM for review.

Progress Report Additional Materials (PRAM) @

Grant Number: SK2IHD123456-03

PODIPI Nami: JEFFERSOM, THOMAS

Project Title: A Mew Model for the Delivary of Well-Child Cara
Institution: PRESIDENTIAL UNIVERSITY

Status: Not Staried

Current Reviewer:

Additional Materials Requested by Agency

Please provide additional materials

Upload file(s): Add Attachment |
[_Action |
‘Sample Documant paf view Delete
Sample2 Doc.pal vigw Delete
View View Routing History (] [ Route | ) Cancel

When the Route button is selected, the Route PRAM to Next Reviewer screen displays. A
list of all available reviewers exists in the drop-down for Next Reviewer.

8. Select a name from the Next Reviewer drop-down list.

9. Enter text into the Comments field as necessary. This is not a mandatory field.
10. Select the Submit button to continue.

Route PRAM to Next Reviewer @

Mamax JEFFERSON, THOMAS (Grang Mamiser: SRIIHI 25803
i anitie PRE S FTRAL Lt Ry

[] Miecxt B WASHINGTOM, GEORGE |A0, 50§ "-'_-:}
ot

Hise a0 My SAMiple Comimants aboul enbeing FRAM informaion

Coma J Corcal]

The Route PRAM to Next Reviewer screen displays the PD/PI Assurance statement.

11. Read the assurance statement and select the Submit button to agree to the content and
continue routing the PRAM to the next reviewer.
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Route PRAM to Next Reviewer &

PO Assaranc o

calily hal e slalemants Rarsn Jog bue complels and aomrale | Ba Bedl of ey bnpafedor. | am Jeaaee Bl any Balie BciBicus o Baaadulend slafements o dams may selied ma b oomingl vl or
Sdmaniibatn (e A PO Sgtia 8 S00e0] redgoniitally bor P S08SEAE Dondult OF B 0 48 5] B prindde B diquardd progredh rp i 0 Gradl el el 3bd 33 3 fedull o B dubmiddien

| Submé [P Cancel |

The Progress Report Additional Materials (PRAM) screen displays with a message indicating that
the PRAM was successfully routed to the selected reviewer. Additionally, the status is updated and
shown as Reviewer Work in Progress. At this point, the PD/PI can only view the PRAM, the
attachments, and the Route History; the PD/PI may not edit the PRAM. To be able to allow the
PD/PI to edit the PRAM, the SO needs to route the PRAM back to the PD/PI using routing steps
similar to those above.

At the time of routing, an email is sent to the PD/PI and the selected SO (or other Next Reviewer)
to notify them of the event.

Progress Report Additional Materials (PRAM) @

Gne PRAM was successfully routed to WASHINGTON1, George Washi ngt:D

Grant Information

Grant Number: SK23HD123456-03
PDP Name: JEFFERSON, THOMAS
Project Title: A Mew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL LINWERSITY
1 Status: Reviewer Work in Progress
Currient Reviewer: Washington, George

Additional Materials Requested by Agency

Please provide additional materials
Upload file(sk

| Action |
Sample Document pdf View
Sample2 Docpdf View
[\flaw] View Fouting Histary ] [ Recall ] Cancel

13.18.2 Recalling Agency Requested PRAM

Agency Requested PRAM that has been routed to a reviewer can be recalled by the person who
performed the routing action up until the submission of the current PRAM attachment(s) to the
Agency. This is useful in situations when the report was routed to the wrong person or the
reviewer is unavailable. The last reviewer of the report is able to recall it; however, Signing
Officials at the Institution and the Contact PD/PI who are not the last reviewer can also recall the
report when it is in a status of Reviewer Work in Progress.

NOTE: A PD/PI delegate does not have the ability to recall the PRAM.

To recall an Agency Requested PRAM, select the Recall button from the Progress Report
Additional Materials (PRAM) screen.
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Progress Report Additional Materials (PRAM) (7]

Grant Information

Grant Humber: EKZIHD123456-03

PD/PI Name: JEFFERSON, THOMAS

Project Title: A Mew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL UMIVERSITY

Status: Rewvewer Work in Progress
Current Raviewer: Washington, George

Additional Materials Requested by IC

Flease provide additional materials
Upload file{s):

FRAN_samgledocument pdf View

[View] [ View Routing History | | Cancel |

A message displays on the screen indicating: The PRAM has been successfully recalled. You have
been set as the Current PRAM Reviewer.

NOTE: Only items which have not already been submitted can be recalled. If prior Agency
Requested PRAM submissions to the Agency exist, these attachments are not included in the
recall.

The status of the PRAM is updated to PD/PI Work in Progress if recalled by the PI or Reviewer
Work in Progress if recalled by the SO; the reviewer from whom the PRAM is recalled receives an
email informing him of the action; and the PRAM routing audit history is updated to reflect the
action.

Additionally, the ability to delete the attachment is restored and Add Attachment and Route
buttons are enabled, providing the current reviewer the ability to update the PRAM and route it to
another reviewer.

13.18.3 Submitting Agency Requested PRAM

When the Agency Requested Progress Report Additional Materials (PRAM) is in Reviewer Work
in Progress status, the Signing Official (SO) can submit it to the Agency. PD/PIs may also submit
the information if they have been delegated Submit Progress Report authority by the SO.

To submit the PRAM:

1. Access the Status screen.
2. Enter the appropriate query parameters to locate the grant and select the Search button.

The Status Result — General Search screen displays with the matching information.
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3. From the Action column, select the link for Agency Requested PRAM.

Status Result - General Search @
Tips and Notes:

« PODPI column shows Contact Pl for multi-Pi grants.

S & Grants.gov Tracking PO Y _— ry Budget Stan Show All Prior
SKZIHD123456-03

-1 103

A New Model for the Delivery of Well-Child  JEFFERSON, -

ol Agency Requested PRAM
SK2IHD1234 Care THOMAS Pending 0510172013 Yes RPP] Agen P
[ ExponttoExcel || ShowQuery |[ PrntHiist |

The Progress Report Additional Materials (PRAM) screen displays. The screen displays
Grant Information on top and the files attached by the PD/PI in the Additional Materials
Requested by Agency portion at the bottom. The attached files may be viewed or removed
and additional PDF files may be added if necessary.

Optional: Select the document’s View link in the Action column to view the attachment.
5. Optional: Select the document’s Delete link in the Action column to remove the attachment.

Optional: Select the Add Attachment button to attach additional files. Up to 100 PDF files
may be attached.

Before submitting, the SO also may View the PRAM as a PDF, Route it to another
reviewer (or back to the PD/PI), and view the Route History. Select any of the appropriate
buttons to perform these actions. Follow the steps below to continue submitting the PRAM.

7. Select the Submit button.

Progress Report Additional Materials (PRAM) @

‘Grant Information

Grant Number: SK23HD123456-03

POPI Hames JEFFERSON, THOMAS

Project Title: A New Model far the Dealivery of Wiall-Child Care
Institution: PRESIDENTIAL UNWVERSITY

Status: Reviewer Work in Progress

Current Reviewer: Washington, Gaorge

Additional Materials Requested by Agency

Please provide agaitional matenials

Upload fila{s): [ Add Alachment |

| Action |
Sample Document paf View Delete
Sample2 Docpdf vigw Delete

\View || View Routing History | [ Route | ‘@ Cancel
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The Submit PRAM to Agency screen displays. By continuing from this screen, the SO
certifies that the submitting organization is in compliance with the terms and conditions
specified in the Notice of Award and Grants Policy Statement. The SO also verifies that the
information provided in the PRAM is valid and accurate.

8. Read certification agreement. Select the I Agree button to continue submitting the
information. (Selecting the Cancel button closes the screen and returns the Progress Report
Additional Materials screen without submitting the material.)

Submit PRAM to Agency

I seatemiming Eesa Frogress Repon aodsenal malsnials, B 50 (of POV wilh delegated authorly), conies il P grandee Srgancaien i in complancs wilh T bems and condiions specled in e Mosor of ssand
v Geanth Pobcy St 30 vires T S00uracy a0 valaly of 31 SOminiiaien, BICH, 300 BOWEEC IsFormalion In T peogeni s nepanl Thie S0 [or POIPT wlh abegated Sulvarty] Rethver cariins Bul B gravies
S A By el B BTN B Dol BPOH ORI B ok OF Bty et Sraiid e Bl 130 Wl TOrMICE of M8 TEAL SUPEOMRY OphIE 84 BONMY S0t BOM Mol (OQES il DoEDSTig mamhoiohre), INSCIG0, of
misEprEsEntalion of information could rEsUR i adminisiEive acions Buch o withdrawal of & DROgREEE PEpOTL BUSDENSIGN andiol ermination of an award delarmant of indiaduals, a5 sl a0 possbie guminal
G THeh G RSN EN MUy B RS Rl Bl PRATBUT LB THIOT 5 RN A DOANS Wil Jfry ILAEET SO B FriuSubicll Cistdue of T projiel Bosly

Grani Fasmbar; SEIIHDN 75603 DueDebe:  2002-02-95

ity FRESIDEMTIAL LINNERSITY Current . ‘Waamingon, DENDE
PO Hame: JOFFIRGON, THOMAS m“'-"'

Project Tie: A B Wy R Tl Ddirriery OF Wedl  rebd Cate Sowi Forstirwtet Wi orie in Frogress

The Progress Report Additional Materials (PRAM) screen displays with a message indicating that
the PRAM was successfully submitted. The current reviewer is updated to NIH, the PRAM status
is updated to Submitted to Agency, and the PRAM submission date is recorded. The routing
history is updated to reflect the submission to Agency.

Progress Report Additional Materials (PRAM) @

The progress report requested additional materizls have been successfully submitted to PHS,

Grant Number, SH2IHD23456-03

PDVPI Name: JEFFERSON, THOMAS

Project Title: A Mew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL UNIVERSITY

Status: Submitted

Current Reviewer:

Additional Materials Requested by Agency

Please provide additional materials
Upload file(s):

View View Routing Histary Cancel

When PRAM is submitted to Agency, an email notification is sent to the PD/PI (Contact PI) on the
grant, the submitting SO, the SO assigned to the RPPR, and AO assigned to the RPPR.

Once the IC Requested PRAM is submitted, the View button remains on the PRAM screen to
provide a preview of the latest PRAM submission; however, the ability to view or delete the
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individual attachments is removed. The ability to upload and submit additional attachments remains
until the grant is awarded. Follow the steps provided in the Initiating Agency Requested PRAM
section to add additional attachments (starting with Step 3).

NOTE: If multiple PRAM submissions were completed, selecting the View button only provides a
preview of the latest PRAM submission. To view all submissions as one document, access the
Status Information screen for the grant and select the PRAM link. Refer to the section of this
document titled View Agency Requested PRAM from Status Information on Page 302 for more
information.

13.18.4 View Agency Requested PRAM from Status Information

After submitting Agency Requested PRAM, Commons users with access to the grant information
may view the PRAM via the Status Information screen.

The Status Information is accessed by any of the following methods:

Select the Grant Number hyperlink from the Progress Report Additional Materials (PRAM)
screen

Progress Report Additional Materials (PRAM) &

Grant Information

‘Grant Number: SH2IHD123456-03

POVPI Name: JEFFERSOMN, THOMAS

Project Tithe: A MNew Mode| for the Delvery of Well-Child Care
Institution: FRESIDENTIAL UNVERSITY

Status: Mot Startad
Current Reviewer:

Additional Materials Requested by Agency

Please provide additional materials

Upload file(s): [ Addatachment |

_’VIEW._ _- View Routing History '_ E:ancel‘l

Select the Application ID hyperlink from Status Result — List of Applications/Grants (Pls)
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Status Result - List of Applications/Grants @

Hotes & Tips:

« Inportant: Thie NIH provides the JIT (Justin Time) link in the Commons: for applications recehing a percentile of 1ess than 30 o for applications récehing a prionty score of between 10 and 60 if no percentile is
provided. Please awaitinstructions from the MIH on whethes to complate this information.

The following list of applications/grants represents a result of the search by Grants.gov Tracking # or a complate list of all your applicationsfgrants. i you do not see a complete list of vour applicationségrants, please click
List of Applications/Grants menu tab again.

S e Grants.gov Tracking PDPI e Submission . ication S "y Status

Rl1-1000t108 120

JEFFERSON, Pending 0302012 REFR|

A Mew Model for the Delvar of Well-Child Care
THOMAS Agency Regquested PRAN
TDP1CARSA371-04 (MP1) GRANTO0123456  Crime & Punishment and the Efects on Mental Health  JEFFERSOMN, Submission Panding 09/26/2012 | Transmittal Shesl
THOMAS Complete
AN 1234567 GRANTODZ34567 The Red Badge of Courage and Other Skin Disorders  JEFFERSON, Submission Application has been entéred inlo 08/22/2012  Transmiftal Shae]
THOMAS Complete compter
| EspottoExcel |[ ShowQuery || PrintHilist |

Select the Application ID hyperlink from Status Result — General Search (SOs)

Status Result - General Search @

Tips and Notes:

= PO/PIcolumn shows Contact P1or mulli-Pl grants.

1-1001 13
el e S 0essel R0
PRI AT TS S st hemrn v REPR | Agency Reguested PRAM

Care
[ ExporttoExcel | [ ShowQuery | [ PrintHiist |

From the Status Information screen, select the hyperlink in the area marked Progress Report
Additional Material (PRAM) in the Other Relevant Documents section.
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Status Information

Aprrral Grast lormaton Chier Rebevani Docements
Status: ;wvr\-uaw::msm- Reeler any quasSons lo Program OBaal or Geants Managemaent pApe i
i
I Madme PRESIDEFTIAL UNIVERSITY
Soheaod Hammar: SCHOOL OF MEDICINE
S hpnd Tategory SCHOOLT OF WEDICINE
Drevaion Mam: HOHE
D PP ] PRATTHE. BURCERY
Fi Bame: Jeferson Thomas

Appiss aton WD
Proposal Titke: A Merw M3l for Pah Cheliobre ol IVB-Cild Care
Proposal Recspd Date: [y E i) Action

Lasst Siafus Updabe Dabs: 0720017

Husdgel 52ar Dale [ELR i

Bustiget £l Data D14

Progreas Ruspor Dus Dalec 05153013

Curreat Swvard Mobos Date:

Appiscation Soutce: RPPR

Pregect Penicd Begn Daee: 0730013

Projeci Period Endl Davie: 02505014 B
ahppbcafon Slates:

L="Y PAG0- 125 - Desmarcens K [afty Datechsn

HEH Al Ik Lrat il
It it o Comler Ad ) sl

EMectve Dabe Sratus Lessage sste of Ceater Assigament Dan
CHILD HEALTH SN DEVELOPMENT {Primary] IFENI012

Bedvisary Couscl{AL) lormates

ward Diooument Humber RHO 1234084 Soenblc R e Crowp ABCD

FBR Aocepied Code L} Coapngl Mapebing DiabeN 7y vl 201200

SN B CoM ¥

Immpnd Seoee

Prairanile:

Early SRgH W s guar Edgithy
Hiw Inv S Bator ERgibie
Elgitie tor FRATA R tpoeing L]

This K3 shows Fleerencs LeSers assaciaied with fis parioular Grant Applcalion. Prinopal irvsSgalar Can see a kst of all Reference LeBers walhin Persanal Prolle - Foslerence Lelws. sacion on eF4 Commons

Admenesiranog Hame Pt Email

G Wit ALBA B Soeaa Gl ) F it By iy -E5E- 1238 Eranidnienal cam

Program OSoakPo) Rods. Bakiy IN-S55-a54T Esasdeman com
Clase

The Progress Report Additional Materials file opens as a PDF document. The file is formatted to
provide an information header section for each PRAM submission followed by the attached
documents provided during that submission. If multiple submissions of Agency Requested PRAM
were completed, the additional materials are separated in the document with the most recent
submission displayed first followed by earlier submissions in reverse chronological order.
Information in the document can be navigated using the provided bookmarks on the left.

Be&E|»®is| Mg | =@®a»]-]|HB| & L6 | Comment
|‘._;_| Boskmarks @ B
Propiess Report Additionsl Materials FINAL
= >
D [t Cpranks Wanagement Fr. Repoid Additicnal Waierials
Additional Materials reguested o - P ——— o = -
& by IC 2013-04-13 1457020 e Humeer: :
[} sample Document pd PO Jeferson. Themas
- 2 <arnci - Broject Ttk & Mirws Wikl Bar i Evilbvety ol WB-Cohid G-
PRA satmmilled on; 20713-04-06 1 5T020
"I Additional Materials request -
by IC 2013-04-09 15:10:04.0 Upaed et Domumen e
e Sample3.pdi Fe Uplosc Semplez Docpd
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14 Internet Assisted Review (IAR)

Internet Assisted Review (IAR) is an Electronic Research Administration (€RA) module used in
tandem with the Peer Review module to help expedite the scientific review of grant applications by
providing a standard process for Reviewers to submit their critiques, preliminary scores, and final
scores and to view grant applications and related meeting materials via Commons. IAR also has the
ability to enable Reviewers to view the critiques of others before the actual meeting (unless
conflicts of interest exist). As a result, review meetings can contain more informed discussions.

If you hold the TAR role - and you are enabled for review meeting(s) - you can access the features
included in the module.

IAR has its own online help system for Reviewers. If you hold an IAR role, you can access the
IAR online help system for Reviewers by selecting any of the question mark (?) help icons on the
screens within the module or access it directly via this link: http:/era.nih.gov/erahelp/IAR Rev.

NOTE: Currently, the IAR online help is geared towards Reviewers and is only available from the
screens accessible by users with IAR roles. An IAR online help system for SROs is planned for
the future.
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15 xTrain

The xTrain module provides external and internal users with online capabilities for working with
trainee appointments and the termination notices of trainees and fellows.

If you hold one of the following roles, you can access xTrain and its features:

« TRAINEE

o PI

e SO

« BO

o SPONSOR

ASST (when delegated by SPONSOR or PI)

xTrain has its own online help system. You can access the xTrain online help by selecting any of
the question mark (?) help icons on the screens within the module or access it directly via this
link http://era.nih.gov/erahelp/xTrain.

Policy: Ruth L Kirschstein National Research Service Awards

Policy: Reporting and Assurance Requirements for Institutions Receiving Awards for Training of
Graduate Students for Doctoral Degress
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16 Administrative Supplement Request

The Administrative Supplements module in eRA Commons allows authorized staff at extramural
grantee institutions to initiate and submit an electronic request for additional funds within the scope
of the approved project.

The following features are available:

« Initiate, edit, delete and route an Administrative Supplement request
o View an Administrative Supplement request

« View routing history

For more information, refer to the Administrative Supplements topic of the Commons Online Help
System (http://era.nih.gov/erahelp/commons/) or the eRA Commons Administrative Supplement
Module User Guide (http://era.nih.eov/files’eRA Commons Admin-Supp UG.pdf).
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17 Change of Institution Overview

The Commons Change of Institution process allows the extramural grantee institution to submit an
electronic version of a Relinquishing Statement (RS) to the Grants Management community for
processing and allows the other grantee institution that is proposed to take over the relinquished
grant to access the submitted RS.

The institution holding the grant must complete a Relinquishing Statement through eRA Commons
that states it is giving up the grant and identifies the receiving institution. The receiving institution
must submit an application via Grants.gov using the Parent Funding Opportunity Announcement
listed at https://grants.nih.gov/grants/guide/parent announcements.htm. Please look for an NIH
Guide Notice.

NOTE: This functionality only applies to NIH grants. This is an open pilot. This means that either
the electronic process documented here can be used or the traditional paper process can be used.

17.1 Features
The Commons system has the following features to accommodate a Change of Institution:

« Create, view, update, save, submit, and route the RS via the Commons Status screen
o Create RS in PDF format upon submitting the RS to the Agency

o Event generated and time sensitive eMail Notifications to appropriate users

17.2 Users

The following users are involved in the Change of Institution process.

1. Signing Official (SO)
a. The original institution’s SO can perform the following RS functions: Start a new one,
View, Edit, Save, Route, Cancel, Delete and Submit RS to Agency.

b. The receiving institution’s SO can perform the following functions: View RS

2. Project Director/Principal Investigator (PD/PI)
a. The original institution’s PD/PI can perform the following RS functions: View, Edit,
Save, Cancel changes, and Route the RS to the SO for submitting to the Agency.
3. NIH Internal User
a. The internal user can perform the following RS functions: View, Save, Cancel
changes, and Link the RS.
4. Grants Management Official (GMO) or Grants Management Specialist (GMS)
a. The GMO or GMS can perform the following RS functions: View, Receive, and
Return the RS.
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17.3 Business Rules
17.3.1 Eligible Grants

All awarded and active grants are eligible to be relinquished except for the ones with the following
statuses:

e 02 — Withdrawn
21 — Ineligible organization - application withdrawn
e 30 — Withdrawn by Institute/Center (IC)

¢ 34 — Administratively withdrawn by IC prior to review or council

Subprojects, Institutional Allowances, and Supplements are excluded from being eligible.
RS(s) may be submitted for any activity code.
17.3.2 Access to Relinquishing Statements

Only users with the SO authority at the grantee institution can access the Change of Institution
option on the Commons Status screen.

The RS can be accessed only by the SO for grant applications from their grantee institution eligible
for transfer.

Only the SO for the grantee institution has the authority to submit the RS to the Agency.

The RS can be accessed by the PD/PI for grantee applications where the PD/PI role is the current
reviewer of the RS.

The internal user is able to access the RS in Submitted or Accepted for Consideration status and is
able to update the New Institution Name, IPF code and DUNS number of the new institution to
which a grant is relinquished.

17.3.3 Relinquishing Statement Reviewers

If the SO initiated the RS and routed it to the PD/PI, then the PD/PI can review, edit specific fields,
save and route the RS back to the SO.

Any SO at the grantee institution is able to create, review, edit, save, route, and submit the RS.
17.3.4 Relinquishing Statement Routing Order

The next reviewer in the list of valid next reviewers is always the contact PD/PI on the application.
The current user is not shown in the list of valid next reviewers on the RS. If SO is the current
reviewer, then the contact PD/PI is the next reviewer by default.

If the PD/P1 is the current reviewer, the SO who initiated the RS is the first and default entry in the
list on the RS. All other users with the SO role appear alphabetically by last name after the first
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entry. The information displayed for each valid next reviewer is as follows: Name (LAST,
FIRST).

If the SO routes the RS to the PD/PI, the Route to Next Reviewer screen is named: Route to
PD/PIL.

If the PD/PI routes the RS to the SO, the Route to Next Reviewer screen is named: Route to SO.

The RS can be routed back and forth between the SO and the PD/PI for an unlimited number of
times.

17.3.5 Validation
PD/PI verification is not required. The SO is able to submit the RS without routing it to the PD/PI.

The PD/PI has edit capability only for the New Institution Name information and Contact
information in the new Institution Section of the RS.

Saving the RS does not execute any validations. The RS is validated upon submitting it to the
Agency. The exception is that new Institution data is validated upon routing the RS by the PD/PI
to the SO.

The RS cannot be submitted to the Agency with validation errors, but the RS can be submitted to
Agency with validation warnings.

RS(s) submitted for pre-award are not validated for the costs relinquished. They can be zero or the
original application’s requested funds amounts.

17.3.6 Other Rules

The system allows multiple RS submissions. The SO is able to submit a new RS only if no RS has
been submitted or if the existing RS(s) have been acknowledged (Accepted for Consideration or
Refused status) by the Grants Management Specialist (GMS) user.

The RS can be deleted by the SO from the relinquishing institution if it is in the SO Work In
Progress (WIP) state and has never been submitted to the Agency.

All submitted and accepted versions of the RS(s) are visible to the receiving institution.

Grant applications for the new institution should be submitted within thirty days after the
Relinquishing Statement is submitted from the former institution.

The Relinquishing Statement should be submitted within thirty days of the grant application for the
new institution.
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17.4 Relinquishing SO Responsibilities
17.4.1 Start or Edit a Relinquishing Statement

The Change of Institution process is initiated by the Signing Official for the original grantee
institution that has agreed to relinquish responsibility for an active grant. This must occur before the
expiration of the approved project period.

1. On the Commons Status screen, click on the Change of Institution link.

Eleceronic Research Adminisrration Wialoome
" y InsShsbon: LIVEREITY OF CALIFORMIA S8H DIEGD
(( eR A Commons ) e -
Speasered by Narisaal Tairirares of Mealok E .
Home Admin _insbiviion Frofie  Personal Profile wSHAF nTrain Limks eRA Pariners
Status ©
mporiant ot
Flagis prisady sddtionsl sessch paramelins 10 Aisow Sown vins Bearches by Pl Pl and Last aama. The will snable sessch reaulls 10 detnhi data prosnpthy and svoel soitng iaue of el i data ieneal
= GEnarl ST T
! L GenenslSearch
Trpd Achly Code InSBRulion Code Senial Hem Suppod Tr Sufic
Coraini Musmiber
Arcwnsscn Hummber
Grants. oy Tracking 8
L3l [First
P Rama
Applcation Statws -1 -
Budget Start Date Fee 02032010 [Mumwoosyrn  Te 03032001 B mwooennen
Buskpet End Date Foom oo T [ oo
Drganizaton Hierarchy School
ALL -
Diskgion Daparimial
ALL % ALL ¥
Ez: EX

The system displays the Status — Change of Institution search options.

2. To find the grant to relinquish, complete at minimum the required fields: Institution Code
and Serial Num.

NOTE: The required fields are noted by an asterisk.
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3. Click the Search button.

El'r-lrl'omli Reigarch Adminiiiraiion LM
,’ nsiudon: LNIVERSITY OF CALIFORKA 54N DHEGD
( Commons ) ot .

Yo 12001
Hisma  Blimin  WekBtulon Prolile  Personal Prodis @SHAP xTrsin Links oRA Pariners

Tpamisred by Narieaal Fairirates of Meafrk

Status @
G Sawch

Bk encherd o Sobemin s ions

e

Tige Aokl Code inssiulion Code Senad Mum. Suppor . Sulla
(ot Humtssr

The system displays the search results on the Status Result — Change of Institution screen.

NOTE: The RS functionality is not available from other Status search result’s screens.

4. After the grant to be relinquished is found, click on the Manage Relinquishing Statement
link on the Status Result — Change of Institution screen.

Efecirandc Resvarch Adminiziraiion AT
i UNNERSITY OF CALFORMA
(( eR Commons ) — ' i
Saasaered by Narioasl Pastivaies of Hesirk R
P Bcaman vk buten Prolile P ional Prolile eMLP xlrpis Links efUA Parners.

Status Result - Change of Institution ©

| wsree [ PRt | ougesaoed | dgeisdowed | -

SR 17385511 wumm Cheica a2 Content FATIND, SAM O wmm @

[ EscawEss [ Quety_| [ Frstrims |

The system displays the Manage Relinquishing Statement screen.

If the award is in a no cost extension or within three months of the project period end date,
the following informational pop-up message appears:

You have selected an award in a no-cost extension/within three months of the
project period end date. NIH Institutes & Centers (ICs) policies may limit
change of grantee organization requests based on the amount of time
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remaining on the award. Please contact the awarding IC to determine IC
policy.

If this pop-up message screen appears, click the OK button to proceed to the Manage
Relinquishing Statement screen.

5. To start a new RS: Click the Start a new RS button.

NOTE: If an RS has already been submitted, a new RS cannot be submitted unless the prior
RS(s) shows a status of Accepted for Consideration or Refused.

Electranic Reiearch Adminiirration Wieloomay
g WVER SETY OF CALIFORNL
(( eRA Commons ) P .
Spamasrad bF Narfesmal Fasriredss af Nealak T

Manage Relinquishing Statement ©

PP Mame: FARHTIND, S GrontMamber:  SR)1MH 1IHSE11
Grandes Inatitution Relncuesting the Grant URIVERSITY OF CALIFORIA
Addness: P00 CILAAM DR, DEPT (34

LAJLLA . G4, UNITED STATES fR09d0sid

Mo Aelingushing Stalerments have been submiBed for Fus grant ret

—.
]

1 o Health & Human Services ) wwnw, bl gew

sy Sincdy Blaach

(ezE@l Commons ) @ = :.z'::r:n S

Spasssred by Navteaa! fastivares af Nealth Lt | Cpntact U | Hak
Hommé Adeis _iedstution Prolile Perional Profile #SHAP xTrain Admin oA Parisis

Manage Relinquishing Statement &
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Arcreas SR CLFTORMIRDAD. 4 TH FLOOR. BSLSTOR 15§9-001-108
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Worepanang Slabiesent| s
RS Subdmetied Duie

IR BCATIFEE 0141 Biwch, Sasdy il e EFRRE SRS

D

[ Ssacewrs | [joancn |

6. To edit a RS that is in progress: Click the Edit link.

NOTE: To edit an RS, the RS’s status must be SO Work in Progress (WIP) or Returned.
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Manage Relingquishing Statement &
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When either the Start a new RS button or Edit link is selected, the system displays the

Relinquishing Statement screen.
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7. Complete or edit the RS Form as follows:
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NOTE: The required fields are noted by an asterisk. The following fields are required: New
Institution Name, Contact Email at the Institution, Requested Termination Date
(MMDDYYYY), and Direct Cost $.

a. Click the Search button in the New Institution Name section to search for the
receiving institution within the NIH eRA Commons database. For more information
please refer to the topic titled Search for Institution on Page 315.

b. Complete the remaining fields: Contact Email at the Institution, Requested
Termination Date (MMDDYYYY), Direct Cost $, and Indirect Cost $.

c. Type, NONE, in the Equipment Transferring with the Project section if there is no
equipment to be transferred.

8. To save the RS, click the Save button.

The system displays the RS Form on the Relinquishing Statement screen and sets its status to SO
Work in Progress.

17.4.2 Search for Institution

When the Search button is clicked for the New Institution Name: field on the Manage
Relinquishing Statement screen, the system displays the New Institution — Search screen.
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To search for an institution:
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1. Type in the receiving institution’s name, IPF or DUNS number and click the Search button.

New Institution - Search

Atleast one search criteria is reguired.
Institution Name: | keuka|
IPF Number:

DUNS Humber:

2. If the receiving institution is found, click on the receiving institution’s IPF Code.

New Institution - Search @

AT WAL ong BeInCh CIRend i negued

e lituon Marma: Kaukh [ Bearn
iFF Blumsbar

ORI S Bl

To seled e Insbiudon - Oick oo IFF nember

OManizaton IFF Code DUNS Humiber Location
KELUWA COLLEGE £ Vakasiran KELRA PRI, WY, 14478

The system inserts the receiving institution’s name, DUNS number and IPF Code in the
appropriate text boxes on the Relinquishing Statement screen.

If a new institution is registered with the eRA Commons, it is highly recommended to
choose it from the search results. DUNS Number and IPF code are pre-populated from the
institutional profile file.

The IPF Code is used to link the submitted RS to the receiving institution and to make it
viewable for SO at the receiving institution.

3. If the receiving institution is not found, type the receiving institution’s name in the New
Institution Name text box and click the Insert button.
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New Institution - Search @

At least one search criteria i required.

Institution Name:
IPF Number:
DUNS NHumber:

i the required Institution has not been found - type the Institution name in the box provided below and insert into Relinquishing Statement form
@ Institution Name: Brown University )

The system inserts the new receiving institution’s name in the appropriate text box on the
Manage Relinquishing Statement screen.

NOTE: If the receiving institution is not registered in the NIH eRA Commons (IPF Code is not
provided), it may not be able to view the relinquishing statement until it is registered in the eRA
Commons. The New Institution needs to register in the eERA Commons and contact the eRA

Service Desk for assistance in linking the relinquishing statement to the new institution account.

17.4.3 Delete a Relinquishing Statement

The RS may be deleted if the RS is in SO Work in Progress state and has never been submitted to
the Agency.

1. To delete an RS, click the Delete link on the Manage Relinquishing Statement screen.
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The system displays the RS in a non-editable form and the following message appears on the
Delete Relinquishing Statement screen:

Please confirm that you would like to delete the following relinquishing
Statement.

If you no longer wish to delete the RS, you may abort the action by selecting the Cancel
button.

2. Click the Delete button on the Delete Relinquishing Statement screen to delete the RS.
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1. FsRson LBIVERSITY OF CALIF RIS
( Commﬂns )) i

Delete Relinquishing Statement

I{':__' T —— *,—:}
POV R FaT, SAMLIEL Grant Numss:; SADIH FMSE1]
Grante IS RN Relngasteng th Grant LIIVEREITY OF CALIFORMAA
LE T S5O0 GRUAN CR, DEPT 0804

LA JOULA, C&_UNITED STATES RITEI003L

P IFVETLAOR BaiTod”
That s 9an whine POVP! has epenssed @ desans 1 Coninu hesher sesan

DRI 5 Mo

WP Codier
Ciact Ermad a1 M nanien ©

Termmnanon Dute WA DIYYYE"
T il ol Qrael will o i 1 T DuTobnd RSSO0
| quagemeent Tr mnafesring with e Froject

Equapemasnt Coang $R000 of Lone Translerning wis T [ropecl (Rema el
Lirra b2 2000 chidieers

I Lz s inad Bulnce . | osbmated

That partonn 5 T SEA0SS oreid BRMAOE Which RIS EHen MEoHhve will b4 s 1 Tub Pulic HEE Sofios, Ufoh igursl wilh § Bl RSl i Nguired, 10 DS S0 MS1 T Q10T BCCoanl R Biss DSt
The enescecied Balance on lermenglion date caloslated on Bak of S0t amcunt awarded For T grant e, wal b

Dot Cost,

Total, §:

inciract Coad, §:
——

If the Delete button is clicked, the system deletes all data associated with the RS and returns
to the Manage Relinquishing Statement screen.

17.4.4 Route to PD/PI
SOs can route the relinquishing statement to the PD/PI for if necessary.

To route the RS to the appropriate PD/PI:

Change of Institution Overview 318 September 27,2017



eRA Commons User Guide

1. Click the Route to PI button on the bottom of the Relinquishing Statement screen.

The Route Relinquishing Statement screen appears. The Next Reviewer field displays the

contact PD/PI.
Edecironic Rasearch Admimisrrarios WERITH
'. 4 SRS LMNERSITY OF CALIFORMIA,
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. Optional: Enter comments as necessary.
3. Select the Route to PI button.

The system displays Route Relinquishing Statement screen with the confirmation message
and sends an email notification to the PD/PI regarding the RS. For more information please
refer to the section titled eMail Notifications.
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4. Click the OK button to go back to the Manage Relinquishing Statement screen.

The system returns to the Manage Relinquishing Statement screen.
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The Status of RS field displays PD/PI Work in Progress. If the routing process was
canceled (Cancel button) before completion, the Status of RS field displays SO Work in
Progress.

17.4.5 Submit a Relinquishing Statement

Only an institution's Signing Official can submit a Relinquishing Statement to the Agency.

To submit the Relinquishing Statement:
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1. Click the Submit button on the Relinquishing Statement screen.
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NOTE: The institution name and contact information are required at the time of submission
to the Agency.

The system displays the Submit Relinquishing Statement to NIH screen. The Certification
Acceptance Statement is displayed and reads as follows:

APPLICANT ORGANIZATION CERTIFICATION AND ACCEPTANCE:

In view of the fact that we do not wish to nominate another program director/principal
investigator or continue the research project at this Institution, this is to signify our
willingness to terminate this grant as of [Requested Termination Date] and to relinquish all
claims to any unexpended and uncommitted funds remaining in the grant as of that date, as
well as to all recommended future support of this project.

That portion of the estimated unexpended balance which has been received will be returned
to the Public Health Service, upon request, with a final adjustment, if required, to be made
after the grant account has been audited
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1 certify that the statements herein are true, complete and accurate to the best of my
knowledge and belief, and accept the obligation to comply with Public Health Services
terms and conditions if a grant is terminated as a result of this application. [ am aware that
any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or
administrative penalties.

2. Click the I Agree button to submit the RS or click the Cancel button to exit the screen.
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If the Cancel button is clicked, the following screen message appears:

This relinquishing statement will not be submitted to the National Institutes of
Health without agreement to the ORGANIZATION CERTIFICATION AND
ACCEPTANCE statement.

If the Cancel button is clicked, the following screen message appears:

This relinquishing statement will not be submitted to the National Institutes of
Health without agreement to the ORGANIZATION CERTIFICATION AND
ACCEPTANCE statement.

When the I Agree button is clicked, the system displays the Manage Relinquishing
Statement screen with the following message:

The Relinquishing Statement has been submitted to NIH.
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The system also creates the RS PDF file. If the system takes from thirty seconds to two
minutes to generate the RS, then the system displays an informational message.

The next reviewer is internal NIH user.

The system returns to the Manage Relinquishing Statement screen. The Status of RS field
displays Submitted to Agency.

For post awarded and post review applications, email notifications are sent to the centralized
IC mailbox, the currently assigned GMS, and the PO. For pre-review applications, email
notifications are sent to the Division of Receipt and Referral (DRR), the SRO if assigned,
and the receiving institution contact email provided on the RS electronic form. For more
information please refer to the section titled eMail Notifications.

3. To View the RS or View Routing History, click the appropriate link. Please refer to the
topics titled Signing Official Search/View Relinquishing Statement on Page 328 or PD/PI
Search/View Relinquishing Statement on Page 335 for more information.

17.5 Program Director/Principal Investigator Responsibilities

If the Relinquishing Statement is routed to a PD/PI, the RS may be edited and routed back to the
SO at the relinquishing institution. The PD/PI may edit only the institution information and contact
email address.

17.5.1 Edit Relinquishing Statement
Perform the following steps to find and edit a Relinquishing Statement:

1. Find the appropriate grant on the Status Result — List of Applications screen and click the
Relinquishing Statement link.
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NOTE: If there are multiple PIs for a grant, the letters MPI appear to the right of the
Application ID.

The system displays the Relinquishing Statement screen.

2. Ifnecessary: To add or change the institution information on the RS form, click the Search
button in the New Institution Name section to search for the receiving institution within the
NIH eRA Commons database. For more information please refer to the Search for Institution
topic.

The system inserts the new receiving institution’s name in the appropriate text box on the
Manage Relinquishing Statement screen.
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4. Ifnecessary: Complete the Contact Email at the Institution address.

NOTE: The email address should be in the following format: user name@domain_
name.com.
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If the email address is not entered, an error message is produced. For more information
please refer to the section titled Error Messages.

5. Perform one of the following on the Relinquishing Statement screen:
a. To save the edits to the RS, click the Save button.

b. To cancel editing the RS, click the Cancel button.

17.5.2 Route Relinquishing Statement to SO

After the appropriate edits have been made to the RS, the RS is routed back to the SO for
submission to the Agency. To route the RS back to the SO:

1. Select the Route to SO button on the Relinquishing Statement screen.

If the new institution name has not been provided, then the following warning message is
displayed:

The New Institution Name has not been provided. This information will be required at time
of submission to agency.
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If the new institution’s name is not blank, the new institution’s IPF number has to be
provided. If the IPF number is not provided, then the following warning message is
displayed:

You have selected an institution not registered in the NIH eRA Commons. Please verify the
institution information. The new institution may not receive notification and will not be able
to view the relinquishing statement until it is registered in the NIH Commons. The New
Institution will need to register in the eRA Commons and contact the eRA Service Desk to
access the relinquishing statement.

The system displays the Route Relinquishing Statement screen. The Next Reviewer is the
relinquishing SO. If there is multiple SOs at the relinquishing institution, the Next Reviewer
drop down menu can be used to select the appropriate SO to route the RS to that person.
The names are displayed as last name, first name.

2. Click on the Route to SO button to route the RS to the SO.

If you wish to abort the action, selecting the Cancel button to return to the Relinquishing
Statement screen.
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If the Route to SO button is clicked, the system displays the Route Relinquishing Statement
screen with an OK button. The following message is displayed: The relinquishing statement
was routed to <next reviewer commons user id>.
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3. Click the OK button to complete the routing to the relinquishing SO.

An email notification is sent to the selected SO notifying that the RS has been routed back. For
more information please refer to the section titled eMail Notifications.

17.5.3 Signing Official Search/View Relinquishing Statement
Perform the following steps to search for a grant to relinquish or to view an RS:

1. Click the Change of Institution link on the Status screen.
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The system displays the Status — Change of Institution screen.
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17.5.3.1 Search for a Grant to Relinquish or to View RS

NOTE: This search is designed for the SOs at the original (relinquishing) institution. For steps on
performing a search as a PD/PI, refer to the topic titled PD/PI Search/View Relinquishing

Statement on Page 335.

1. Enter the appropriate search criteria in the Search for Grants section on the Status —
Change of Institution screen. At minimum the required fields must be populated: Institution

Code and Serial Num.
2. Select the Search button.

Topd loly Code ira¥iaton Code © Senal Mem © Suppod T Sulls

Last First

The system displays the Status Results — Change of Institution screen.
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2. Click on the Manage Relinquishing Statement link.
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The system displays the Manage Relinquishing Statement screen.

If the RS has been routed to the PD/PI by the SO or the RS has been submitted to the
Agency, then the View and View Routing History links appear.
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If the RS has been submitted to the Agency and returned from NIH for corrections or the
RS’s status is SO Work in Progress, then the Edit and View Routing History links appear.

NOTE: For editing the RS, refer to the section titled Manage Relinquishing Statement.

3. To view the RS, click the View link.

View View Routing History
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If the RS has not been submitted to NIH, then the system displays the non-editable
Relinquishing Statement screen. Y ou can select the Cancel button on the Relinquishing
Statement screen to return to the Manage Relinquishing Statement screen.
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If the RS has been submitted to NIH, then the system displays the RS in PDF format in a
separate window.
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Approved for usa through 0673072012
OME No, 09250001
Department of Health and Human Senvicas, Public Health Serace
Official Statement Relinquishing Interests and
Rights in a Public Health Service Research Grant

Date: 04/01/2011
Name of Institution: UNIVERSITY OF CALIFORNIA
Address (cify and state): 9500 GILMAN DR, DEPT 0934
LA JOLLA, CA, UNITED STATES 920930934
Principle Investigator/Program Director. BEACH, SANDY
on Public Health Service grant number 5DP10D123456-02 will resign position at this institution and has
expressed a desire to continue his/her research project at the CLARKSON UNIVERSITY.
Contact email at the new Institution: light. bud@clarkson.edu

In view of the fact that we do not wish to nominate another principal investigator or continue the research
project at this Institution, this is to signify our willingness to terminate this grant as of 06/01/2011 and to
relinquish all claims to any unexpended and uncommitted funds remaining in the grant as of that date, as
well as to all recommended future support of this project.

Equipment costing $5,000 or More Unexpended Balance - Estimated
Transferring with the project (itemize)

NOME The unexpended balance on termination date of
$95,000.00 calculated on basis of total amount
awarded for the grant year, will be approximately

Direct cost - $60,000.00
Indirect cost - $35,000.00

That portion of the estimated unexpended balance which has been received will be returned to the
Public Health Service, upan reguest, with a final adjustment, if required, to be made after the grant
account has been audited.

Official Authorized to Sign Application

Signature
S0 BEACH, 3anNDY Submitted through the Commons

Typed Name
BEACH, SANDY

Title
Signing Official

4. Optional: To view the RS routing history, click the View Routing History link.

View View Routing History
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The system displays the View Routing History screen. The following statuses may be seen
depending on where the RS is in the process: SO Work in Progress, PD/PI Work in
Progress, Submitted to Agency, Returned, Accepted for Consideration, Submitted to Agency
and Linked, or Accepted for Consideration and Linked.
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5. Click the Back button to return to the Manage Relinquishing Statement screen.

17.5.3.2 Search for Relinquishing Statements Submitted by Former Institution

SOs have the ability to search for Relinquishing Statements submitted by the former institution.
This search is performed using the Search for Relinquishing Statements section on the Stafus —
Change of Institution screen.

To search for RS submitted by the former institution:

1. Enter the appropriate grant information in the Search for Relinquishing Statements search
fields and select the Search button.
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If no search parameters are entered, the search returns all the RS(s) linked to the current
institution by Institutional Profile File (IPF).

If the current institution has not been registered with Commons before the RS is submitted,
the search does not return any results until the RS is updated with the IPF and/or the DUNS
number.

If the system determines that no Relinquishing Statements have been linked to the receiving
institution, then the following warning message appears:
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No relinquishing statements have been associated with your institution. Please contact eRA
Service Desk.

The system displays the Status Results — Search for Relinquishing Statements screen.

2. Click the View Relinquishing Statement link.
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The system displays the View Relinquishing Statement screen. Relinquishing Statements
with a status of Accepted for Consideration or Submitted to Agency are displayed.

3. Click the View link for the appropriate RS.
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The system displays the RS in PDF format in a separate window. If the PDF file does not
exist, the system displays the following message: Document Not Found.

4. Click the Cancel button to return to the Status Result — Search for Relinquishing Statements
screen.
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5. Submit the application via Grants.gov using the Parent Funding Opportunity Announcement
listed at https://erants.nih.gov/grants/euide/parent announcements.htm. Please look for the
NIH Guide Notice.

17.5.4 PD/PI Search/View Relinquishing Statement

Once a Relinquishing Statement has been submitted to the Agency, it is viewable within the
Commons Status Information screen.

Perform the following steps to view the submitted form.

1. On the Status Result — List of Applications/Grants screen, click on the appropriate grant
number link in the Application ID column.
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The system displays the Status Information screen.

2. From the Status Information screen, click on the Relinquishing Statement link in the upper
right hand corner.
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The system displays the Relinquishing Statements screen.
Relinquishing Statements
Grant Number 5 RO1 MH999893-05
Pl Name(s) BEACH, SANDY _
Project Title Melatonin in Menopausal Depression
Appl. Status Application awarded.
Institution UNIVERSITY OF CALIFORMIA
Appl 1D 9999999
ument Name Status < Submitted Date Comments for Grantee
Relinguishing Statementf Accepted for Consideration 2012-04-16 11:19:35
S iy
Close

3. Click the Relinquishing Statement hyperlink to view the Relinquishing Statement PDF.

17.6 eMail Notifications

17.6.1 eMail to the New Institution Contact eMail Provided on the RS
Electronic Form

Subject: eRA Commons: Relinquishing Statement for Grant <Grant Number>Submitted
To: New institution contact email provided on the RS electronic form
eMail Content: <Do not reply warning>

A relinquishing statement for NIH Grant Number <Grant Number> has been submitted
electronically through eRA Commons identifying this email address as a contact for the new
institution.
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You may view this relinquishing statement by going to the Change of Institution Search in Status
and executing a query for the relinquishing statement.

NIH prior approval is required for the transfer of the legal and administrative responsibility for a
grant-supported project or activity from one legal entity to another before the expiration of the
approved project period (competitive segment). The proposed new grantee must submit a change
of institution application. See the NIH Grants Policy Statement for policies regarding change of
institution requests.

If your institution is not registered in the NIH eRA Commons, you will need to register in the eRA
Commons and contact the eRA Help Desk for assistance in linking the relinquishing statement to
your new Institution account.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Officer or
the Grants Management Specialist identified in the Notice of Award (NoA).

Please access the NIH Commons at [URL to Commons Home Page]

17.6.2 Confirmation eMail to PD/Pl & SO from Former Institution
Acknowledging NIH Receipt of RS

TO: PD/PI, SO (who actually submitted the RS)
SUBJECT: eRA Commons: Relinquishing Statement for Grant <Grant Number> Submitted
eMail Content: <Do not reply warning>

A relinquishing statement for Grant <Grant Number> was electronically submitted to NIH and
may now be viewed in the eRA Commons on the Status Information screen.

If you logged in as PD/PI, go to Status - List of Applications/Grants and select the link associated
with the Grant Number.

If you logged in as SO, you can access the Status Information page by going to Status, executing
a query for the grant, and selecting the link associated with the Grant Number. Also, you can
view the submitted relinquishing statement through the Manage Relinquishing Statement page.

NIH must review and acknowledge the receipt of the relinquishing statement before a change of
institution can be processed.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Officer or
the Grants Management Specialist identified in the Notice of Award (NoA).

Please access the NIH Commons at [URL to Commons Home Page]
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17.6.3 The Relinquishing Statement Routed eMail Notification

Subject: eRA Commons: Request That You Review Relinquishing Statement for Grant
<Grant Number>

To: PD/PI, SO - Individual selected by the current user as the next reviewer using the Route
button

<User Last Name>, <User First Name> has completed processing the Relinquishing Statement
for Grant <Grant Number>, and has forwarded it to you.

Please review the Relinquishing Statement in the NIH eRA Commons system and take the
appropriate action for its eventual submission to the NIH. Please be aware that the correct new
institution name and the contact email address provided on the relinquishing statement are
necessary for the appropriate interactions between the awarding IC and grantee institutions
involved in the process of the grant transfer.

Please use the link provided below to access the eRA Commons login screen.
The previous reviewer comments on why this action was taken are as follows: [Comments].
Footer:

If you have any questions about this email, please contact <Initiator First Name> <Initiator Last
Name> at <mailto:initiator _email_addr>, who initiated this action.

If you have any questions about the change of institution request process at NIH, please contact
the Grants Management Olfficer or the Grants Management Specialist identified in the Notice of
Award (NoA).

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact http.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@,od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]
17.6.4 The Relinquishing Statement Returned eMail Notification

Subject: eRA Commons: Relinquishing Statement for Grant <Grant Number> has been
Returned by NIH

To: SO (who submitted RS to the agency), Centralized institution mailbox.

Relinquishing Statement for grant <Grant Number> has been reviewed by NIH and routed back
to you with the following comments: [Comments]

Footer:
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If you have any questions about this email, please contact Grants Management Specialist
<Initiator First Name> <lInitiator Last Name> at <mailto:initiator email addr>, who initiated
this action.

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact http.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@,od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]

NOTE: <initiator email addr> is the Employment address.

17.6.5 The Relinquishing Statement Acknowledged by NIH eMail
Notification

Subject: NIH Automated Email: Relinquishing Statement for Grant <Grant Number>
Received

To: SO (who submitted RS to agency), Centralized institution mailbox, PD/PI
NIH has acknowledged the receipt of the Relinquishing Statement for grant <Grant Number>.
Footer:

If you have any questions about this email, please contact <Initiator First Name> <Initiator Last
Name> at <mailto:initiator _email addr>, who initiated this action.

If you have any questions about the change of institution request process at NIH, please contact
the Grants Management Officer or the Grants Management Specialist identified in the Notice of
Award (NoA).

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact http.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]

17.6.6 eMail Acknowledging RS Now Visible to New Institution After IPF
is Entered by NIH Internal User

TO: PD/PI assigned to the grant, SO who submitted the RS from the former institution, new
institution contact email provided on the RS electronic form

SUBJECT: eRA Commons: Relinquishing Statement for Grant <Grant Number> is visible to
the New Institution

eMail Content: <Do not reply warning>
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A relinquishing statement for Grant <Grant Number> was linked to the new institution by NIH
and may now be viewed in the eRA Commons by going to the Change of Institution Search in
Status and executing a query for the relinquishing statement.

Footer:

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Olfficer or
the Grants Management Specialist identified in the Notice of Award (NoA).

Please access the NIH Commons at [URL to Commons Home Page]

17.6.7 Change of Institution Time Based Reminders

17.6.7.1 Change of Institution Application Reminder Notice (30 Days after RS
Submit Date)

Recipients: New institution contact email provided on the RS form

From: eRANotifications@mail.nih.gov

Subject: NIH Automated Email: Relinquishing Statement has been submitted XX days ago
eMail Content: <Do not reply warning>

The relinquishing statement for NIH Grant Number [GrantNumber] has been submitted
electronically through eRA Commons <XX> days ago.

As the proposed new grantee, you must provide the GMO with a change of institution application
prior to the anticipated start date at the new organization and preferably several months in
advance. Failure to provide timely notification may result in disapproval of the request or
significant delays in processing.

If you have already submitted a paper change of institution application, you may disregard this
notice.

If you do not intend to submit a change of institution application, please contact the grants
management officer or the grants management specialist at the awarding IC to inform them.

If you have any questions about the change of institution request process at NIH, please contact
the grants management officer or the grants management specialist at the awarding IC.

If you have any questions about this email, please contact the eRA Help Desk via the web at
https://ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov>.

Thank you.
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17.6.7.2 RS Reminder Notice (30 Days after Change of Institution Application
Submit Date)

Recipients: Any SO at the Former Institution (of the Parent Grant), Former Institution centralized
mailbox, PD/PI on the application

From: eRANotifications@mail nih.gov

Subject: NIH Automated Email: Change of Institution Electronic Request has been submitted
XX days ago

eMail Content: <Do not reply warning>

The Change of Institution request for NIH Grant Number [Parent Grant Number] has been
submitted electronically through Grants.gov <XX> days ago.

The request to change the grantee institution indicates that there may be a change in status of the
PD/PI which requires prior approval from the NIH. Please contact the grants management
officer or the grants management specialist at the awarding IC to discuss the status of the award.

If you have already submitted a relinquishing statement on paper, you may disregard this notice.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov>.

Thank you.

17.7 Error Messages

If the system may determine that an unexpected error occurred, then the following error message
appears.

An unexpected error occurred. Please contact eRA Service Desk.

If the system determines that the required field information was not entered on the search screen,
then the following error message is produced:

You must enter the following required fields to proceed<field>.

If the system determines that the grant being searched for is not found, then the following error
message is produced:

No grants to relinquish have been found.

If the system determines that the new institution name has not been entered on the RS, then the
following error message is produced:

New Institution Name is a required field.
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If the system determines that the new institution’s Email Address has not been completed on the
RS, then the following error message is produced:

Please enter data in the Email Address field (e.g. user_name@domain_name.com)

(ID: 30102).

If the system determines that the Termination Date has not been completed on the RS, then the
following error message is produced:

Termination Date is a required field. (ID: 200241)

If the system determines that the Termination Date is not within the current budget period on the
RS, then the following error message is produced:

The requested Termination Date must be within the current budget period.

If the system determines that the Direct Cost field has not been completed on the RS, then the
following error message is produced:

Direct Cost is a required field.

If the system determines that the Direct Costs of unexpended balance on the RS exceed the amount
awarded for the current budget period, then the following error message is produced:

The direct costs being relinquished must not exceed the direct costs for the current
budget period for transfers of active awards.

If the system determines that the Indirect Costs of unexpended balance on the RS exceed the
amount awarded for the current budget period, then the following error message is produced:

The indirect costs being relinquished must not exceed the direct costs for the current
budget period for transfers of active awards.

If the system determines that the total unexpended balance on the RS exceeds the amount awarded
for the current budget period, then the following error message is produced:

The total costs being relinquished must not exceed the costs for the current budget
period for transfers of active awards.

If the system determines that the Direct Cost, or the Indirect Cost or the Total Cost exceeds
999,999,999, then the appropriate error messages are displayed:

o Direct Cost amount cannot exceed 999,999, 999.

o Indirect Cost amount cannot exceed 999,999, 999.

o Total Cost amount cannot exceed 999,999,999.
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18 FFR Module

18.1 What is FFR?

NIH has transitioned from the use of Financial Status Reports (FSRs) to Federal Financial Reports
(FFRs) items 10.d. — 13.e. for the reporting of expenditure data. See guide notice NOT-OD-11-
017 (https://grants.nih.gov/grants/guide/notice-files/NOT-OD-11-017.html).

A Federal Financial Report (FFR) is a statement of expenditures associated with a grant.
Recipients of federal funds are required to report the status of funds for grants or assistance
agreements to the sponsor of the grant using the Federal Financial Report expenditure data. The
FFR module allows grantees to electronically submit a statement of expenditures associated with
their grant to the sponsor of the grant via the electronic Research Administration (¢€RA) Commons
(Commons).

18.2 Report Submission Due Dates

The FFR is prepared and submitted by Grant and Contract Accounting (GCA) on behalf of the
Principal Investigator (PI). The schedule for submitting required financial reports is generally
specified in the award documents of a grant or contract. See NIH FFR Supplemental instructions.
Different due dates exist for FFRs depending on whether the report is an annual report or the final
report.

Annual Federal Financial Report

For awards requiring annual submission of an FFR, the report must be submitted each budget
period within 90 days of the calendar quarter in which the budget period ended. The reporting
period for the annual FFR is the budget period for the award. The actual submission date is based
on the calendar quarter (6/30, 9/30, 12/31, and 3/31).

Final Federal Financial Report

For awards requiring a final FFR, the due date and status for a final FFR are based on the Project
Period End Date (PPED) as follows:
e Pending: If the FFR is not submitted and it is within 120 days of the PPED
e Due: If the FFR is not submitted and it is between the PPED and 120 days past the PPED
e Late: If the FFR is not submitted and it is over 120 days past the PPED

18.3 FSR Role in Commons

An extramural institution user who has the authority to view, enter, and submit an FFR on behalf
of his entire organization must hold the /'SR role in eRA Commons to access the FFR module. A
institution's Signing Official (SO) or Account Administrator can add this role to a user's account.
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Depending on the institution’s workflow process, it is possible for the Signing Official (SO) or
Business Official/A dministrative Official (BO/AO) to have FSR person responsibilities. As such,
these two authorities may be combined on the same account.

NOTE: An account with only the 'SR role assigned can only perform tasks associated with FFRs;
however, an account can include multiple roles, including that of F'SR.

18.4 Features of FFR

If you have the F'SR role in Commons, you can use the FFR module to perform multiple tasks.
Available options vary depending on the status of the FFR associated with the award.

 Search for grant awards within your organization having associated FFRs

o Create a new FFR

« Edit a work in progress FFR

e View an FFR as a PDF

e Submit an FFR

o Correct a submitted FFR

o View the submission history of an FFR

NOTE: NIH requires all financial expenditure data to be submitted via eRA Commons. This
includes all initial FFRs being prepared for submission and any revised FFRs being submitted or
re-submitted to NIH.

IMPORTANT: With the transition of expenditure data reporting from Financial Status Reports
(FSRs) to FFRs, it is possible that you may need to revise a previously submitted FSR. In this
case, the revised report should also be submitted using the FSR format. eRA Commons will
automatically select the correct form for you.

Uninitiated FSRs or FSRs in a Work in Progress status are no longer available. For these FSRs,
eRA will reject the old report and institutions must create a new report using the FFR format. If
you have questions on the version of the report being used or if you can no longer find your in
progress report, please contact the eRA Service Desk.

The Commons Online Help contains detailed information on the FFR module. You can access the
FFR topics by selecting any of the help icons ('?") on the FFR screens or by directly entering the
following URL into your browser: http://era.nih.gov/erahelp/commons/#Commons/FFR/ffr
intro.htm. If you prefer a PDF format user guide, refer to the Federal Financial Report (FFR)
Expenditure Data User Guide at http://era.nih.gov/files/ffr user guide.pdf.

18.5 Accessing FFR

The FFR module is housed within Commons. If you hold the FSR Commons role, you have
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access to FFR.

1. Navigate to Commons on the internet at https://commons.era.nih.gov/commons/.

2. Log into Commons using your User Name and Password.
3. Select the FFR tab from the Commons menu tabs.
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19 Financial Conflict of Interest (FCOI) Module

The Electronic Research Administration (eRA) Commons is a Web-based system for applicants

and institutions to participate in the electronic grant administration process. Commons provides a
modular framework and infrastructure that allows National Institutes of Health (NIH) extramural
grantee organizations, Operating Divisions (OPDIVs), grantees, and the public to conduct grant-
related business with NIH.

The Financial Conflict of Interest User Guide will instruct a user on how to allow specific users to
manage the Financial Conflict of Interest (FCOI) reporting process for their particular
Institution. The Financial Conflict of Interest (FCOI) reporting process allows institutions to report
the existence of any identified financial conflicts of interest to the Agency as required by the
Federal regulation, specifically Title 42 Code of Federal Regulation Part 50 Subpart F for grants
and cooperative agreements. The institution’s Signing Official (SO) completes this reporting
process unless an FCOI role is delegated to another user (the SO can also assign the FCOI__ASST
and FCOI_ View roles to other users). To do this, the SO must log into the eERA Commons and
navigate to the FCOI sub-system.

The FCOI module is an online interface within Commons that allows grantees and Federal staff to
share information. The module is mandatory for all institutions. An institution's Signing Official
completes this reporting process unless another Commons user is delegated with the proper
authority to access the module.

The FCOI module in Commons allows institutional users to:

« Initiate and prepare FCOI reports

« Electronically submit reports and supporting documents as well as annual FCOI reports

o Receive notification via email upon the submission and receipt of an FCOI

o Search and view FCOI reports previously submitted through the Commons

» Revise an Initial 2011 FCOI Report to update FCOI data following completion of the
Retrospective Review or to submit a Mitigation Report when bias is found following the
completion of a Retrospective Review.

o Access history of actions

o Assign FCOI access to other Commons users

Additional information on the reporting requirements can be found within the Frequently Asked
Questions on the Office of Extramural Research’s Financial Conflict of Interest website at
https://erants.nih.gov/grants/policy/coi/index.htm.

For more information on the FCOI module, refer to the FCOI topic of the Commons Online Help
System (https://era.nih.gov/erahelp/commons/) or the Financial Conflict of Interest (FCOI)
External User Guide (https://era.nih.gov/files/fcoi user guide.pdf).
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19 Non Research Amendments

The steps below outline the process for grantees to submit post-award amendment applications for
funding

19.1 Pl Initiate

When a user with a PI role selects the Non-Research tab and then the Manage Post Award
Amendments tab, the system will present them with a list of grants eligible for amendments. This
list will only display those grants on which the user is a P1.

A checkbox is available to show expired grants as well and these may also be amended.

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain  xTRACT Admin Supp eRA Partners | MNon-Research

Manage Post Award Amendments

Manage Post Award Amendments: Search @
rovecomca

Showing 1 - & of total 6

Grant Federal Project Project Budget Budget
Number % Agency & Start # End & Start # End % Project Title % Action
H79SM299989  SAMHSA 01/01/2020  12/31/2024 01/01/2020 12/31/2020 SAMHSA Non-Research
Type 1 FOA
H79SM333333  SAMHSA 01/01/2015  12/31/2024  01/01/2015  12/31/2020 SAMHSA Non-Research Bniite... -
Type 1 FOA
H70SMBEBE6E  SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Non-Research Viev Binfate.. -~
Type 1 FOA

Budget Revision
Carryover Request
Change in Scope
Key Personnel
Merger, Transfer, etc
No-Cost Extension
Organization Change

The screen will show buttons in the Action column for initiating a new amendment application or
to view a previous amendment application if that grant has had one previously.

The View button option will display any amendment applications associated with that grant. Please
see the View section for more detail.

Clicking on the Initiate button will open a menu showing the following types of amendment
options:

o Budget Revision

o Carryover Request

o Change in Scope

» Key Personnel
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o Merger, Transfer, etc
o No-Cost Extension

o Organization Change

Clicking on one of the menu options will open up the ASSIST module and open the forms
required for the type of amendment selected. (click for an example)

=
{f_ U.5. Department of Health & Human Services =) cRACommons =) Home ) Logout ) HelpDesk =) Contact Us

Application Submission System & Interface Username:

for Submission Tracking (ASSIST)
Sponsored by the National Institufes of Health

PN Other
Actions @ ormation components for
S - the -
ADD OPTIONAL FORM i EEgPTeview Application and Validate Application) are only aval cation
Information link in thAS¥eadcrumbs above can be used to return to this screen. 1ype of
PREVIEW APPLICATION amendmen‘t
SF424 HHS Budget - Budget Project Other
VALIDATE APPLICATION Cover Checklist Non- Narrative | Marrative | Marrative
Construct. Attachments
VIEW STATUS HISTORY
UPDATE SUBMISSION STATUS 51 Application Information
Application ldentifier: 10805
(Application Type: Post Award Amendment (Budeet Revision)
ST T Application Project Title: SAMHSATYpe 1
Mon-Research FOA
PD/PI Name:
Organization: UNIVERSITY OF GAUDIUM
Project Period: 01/01/2020 - 12/31/2024
Status: Work in Progress Submit Application
Status Date: 2016-10-05 05:25:49.000 PM ECT
FOA Information
FOA Number: PA-51-666
Opportunity Title: SAMHSA TEST Post Award Amendments {Type &)
Agency: SAMHSA
CFDA Number:
Competition ID: SAMHSA-TEST-Te-PAA
Opportunity Open Date: 07/ 06/2016
Opportunity Close Date: 0&/30/2020
Agency Contact: MIH Tester
For NGIT Testing Purposes
E-mail: eralATesters@mail.nih.gov
Phone: 123-123-1234
SAM Registration Expiration Date: 08/22/2017
An active SAM Registration is Click for SAM Registration Details
required to submit your
application to the agency
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The application will include the main SF424 form as well as other forms that required based on the
type of amendment selected. Each tab navigates to that form.

Other features on the Information page will show the type of amendment, the PI and Institution
information, the related FOA, as well as other information.

NOTE: It is important to check the SAM registration to be sure that the expiration date is affer the
submission date.

19.2 SO Initiate

NOTE: SAMHSA users who are Business Officials will be given the Signing Official role in
eRA Commons.

Business Officials with the SO (Signing Official) role in eRA Commons will be able to search for
all grants that are eligible to be amended within their institution.

Open Search by clicking on the Non Research tab and then the Manage Post Award
Amendments.

The resulting Search screen will provide fields to search by several criteria. If the search criteria
fields are left blank and then the Search button is clicked, a list of a/l eligible grants for the
institution are displayed.

The SO may then use the Filter tool to find specific grants or grants with specific criteria (specific
PD/PI, for example).

Mational Institutes of Health @ Office of Exdramural ch @Help . Contact Us

({: LS. Departiment of Health & Human Services

) A Electronic Research Administration
A program of the National Institutes of Health

Manage Post Award Amendments: Search @

Activity @ | 01 Ic-e Al selected (3) Serial # @ | 00000 PD/Pl Last Name @ | |z5t name Search
# include expired arants Showing 1 - 12 of total 12
Filter: Show | 25 E| per page

Grant Number & Federal $ Project < Project = Budget = Budget = ProjectTitle = Action =
Agency Pericd Start Period End Period Start Peried End

RO1GM 123456 SAMHSA 01/02/2017 01/02/2022 014022017 01/02/2018 Project title will go here, abbreviated for length

Wigw
RO1GM333333 SAMHSA 1mnzi2my 11/02/2022 110272017 110272018 Another title here, abbreviated for length.. View
ROTGM111111 SAMHSA 01/02/2016 01/02/2021 01/02/2018 01/02/2017 Another title here, abbreviated for length iew
RO1GM444444 SAMHSA 01/02/2017 01/02/2022 01/02/2017 01/02/2018 Project title will go here, abbreviated for length g
RO1GM222272 SAMHSA 11/02/2017 11/02/2022 11/02/2017 11/02/2015 Another title here, abbreviated for length... g
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The resulting list will have an Initiate button and, if there are already amendments for that grant, a
View button.

The View button option will display any amendment applications associated with that grant. Please
see the View section for more detail.

Once the grant to be amended is located, click on the Initiate button in the Action column on the
row for that grant to see a drop-down menu listing the following amendment options:

Grant Federal Project Project Budget Budget

Number + Agency + Start * End + Start % End + Project Title % Action

H79SM123456 SAMHSA 09/30/2014  09/29/2019  09/30/2016  09/29/2017  ACME Department of Bntiate. -~
Health and Social
Affairs F'I"O]E,‘CI LAl Budget Revision

U79SP123456  SAMHSA 00/30/2014  09/20/2019  09/30/2015  09/29/2016 = ACME Departme Carryover Request ‘

Health and Social ~Change in Scope
Affairs SPF-PFS
Project

Key Personnel
Merger, Transfer, etc
MNo-Cost Extension

Organization Change

o Budget Revision

o Carryover Request
o Change in Scope

o Key Personnel

o Merger, Transfer, etc
o No-Cost Extension

o Organizational Change

Select the most appropriate type. The user will then be taken to the ASSIST tool to begin the post-
amendment application with the amendment-specific forms. (
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di‘?_ U.5. Department of Health & Human Services =) ¢RA Commons <) Home ) Logout ) HelpDesk =) Contact Us

Application Submission System & Interface

for Submission Tracking (ASSIST)
Sponsored by the National Institufes of Health

Username:

Home = Application Information

: Other
Required :
Actions @ App q formation @ components for
Forms the
ADD OPTIONAL FORM Tip: Soi " iew Application and Validate Application) are only aval ication
Information link in dcrumbs above can be used to return to this screen. WPe of
PREVIEW APPLICATION . amendmen"
SF424 HHS Budget - Budget Project Other
VALIDATE APPLICATION w Cover Checklist I Naon- Marrative | Marrative | Marrative
Construct. Attachments

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

Application Identifier:

5 1 Application Information

10805

(ﬁ.pplication Type:

Post Award Amendment (Budget Revision)

COPY APPLICATION Application Project Title:

SAMHSAType 1
MNon-Research FOA

PD/PI Mame:

Organization:

UNIVERSITY OF GAUDIUM

Project Period:

01/01/2020 - 12/31/2024

Status:

‘Work in Progress Submit Application

Status Date:

=] FOA Information

2016-10-05 05:25:49.000 PM EOT

FOA Number: PA-51-666
Opportunity Title: SAMHSA TEST Post Award Amendments (Type 6)
Agency: SAMHSA

CFDA Mumber:

Competition |D:

SAMHSA-TEST-Te-PAA

required to submit your
application to the agency

An active SAM Registration is

Opportunity Open Date: 07/ 06/2016
Opportunity Close Date: 06/30/2020
Agency Contact: MIH Tester

For NGIT Testing Purposes
E-mail: eralATesters@mail.nih.gov
Phone: 123-123-1234

SAM Registration Expiration Date: 08/22/2017

Click for SAM Registration Details

The application will include the main SF424 form as well as other forms that required based on the

type of amendment selected. Each tab navigates to that form.

Other features on the Information page will show the type of amendment, the PI and Institution
information, the related FOA, as well as other information.

NOTE: It is important to check the SAM registration to be sure that the expiration date is affer the

submission date.
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19.3 View Amendments

In order to view amendments, log into eRA Commons with the PI or SO role. Select the Non-
Research tab, and then select Manage Post Award Amendments.

f Health & Human Services 2 www.hhs.gov

Welcome: Tamera Gentry
) A Commons nfy ID: TSGENTRY
i " k %/ Institution: DUKE UNIVERSITY
A program of the National Institutes of Health Rols: 50 FCOI

Logout | Contact Us | Help

I Hon-Research l

Do Lenadidebicm O

Personal Profile  Status  AS5IST  Prior Approwval RPPR  xTrain xTRACT FCOl Admin S5upp eRA Pariners

Manage Post Award Amendments

Welcome to the Commons

The Manage Post Award Amendments: Search screen will open.

PIs will see a list of grants, for that PI, which are eligible to be amended.

NOTE: The list can be resorted by clicking the heading title for any column except for Action.

By default, expired grants are excluded but the Include Related Grants checkbox may be
selected to include those grants in the search results.

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain  XTRACT Admin Supp
eRA Partners | Non-Research

Manage Post Award Amendments

Manage Post Award Amendments: Search @

[Dlnclude Expired Grantsy

Showing 1 - 3 of total 3
Grant Federal Project Project Budget Budget
Number + Agency % Start +# End s Start % End + Project Title # Action

H795M000123 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1

e it =
Mon-Research FOA View [ [Sinitiate.

H795M001234 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 View |BElnitiate. -
Mon-Research FOA

H795M012345 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1

Viey iti -
Mon-Research FOA view HEINISIES

SOs will initially see search fields above an empty hitlist.
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Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain xTRACT Admin Supp
eRA Partners | hNon-Research

Manage Post Award Amendments
Manage Post Award Amendments: Search @
Activity @ | activity code ic*e All selected (6) -
Serial #@ 000000 PD/PI Last Name @ | |asi name

[ Include Expired Grants )i

Showing 0 to 0 of 0 entries

Grant Federal Project Project Budget Budget Project
Number % Agency % Start % End + Start # End s Title ¥ Action

No data available in table

The SO may then search via any combination of; Activity, IC, Serial #, or PD/PI Last Name. The
Include Expired Grants checkbox allows the option to include expired grants in the search
results.

Tip: If all fields are left blank, the search results will include all eligible grants within the institution.

Tip: Use the Filter field for additional specification

Home Admin Institution Profile  Personal Profile Status  ASSIST  Prior Approval RPPR  xTrain xTRACT Admin Supp eRA Partners
MNon-Research
Manage Post Award Amendments

Manage Post Award Amendments: Search @
Activity @  activity code IC*@ SM -

[ Include Expired Grantsp

Showing 1 - 3 of total 3 (filtered from 42)

Serial #®@ | oooooo PD/PI Last Name @ ast name

Filter:

[123 ] Show 25 Bperpage « »
Grant Federal Project Project Budget Budget

Number + Agency & Start + End $ Start % End + Project Title # Action

H795M000123  sSAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type1 view | Einitiate -
Non-Research FOA "

H795M001234  SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type1

Viel it -
MNon-Research FOA view [ Binitiate.

H795M012345 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSAType 1

Non-Research FOA view | [Einitiate = -
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For both the PI and SO Search results;

Grants that have had amendments submitted will have a View button as well as the Initiate button
in the Action column of the table.

Clicking on the View button will open up the View screen and display the amendments related to
that specific grant as well as their statuses.

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR xTrain xTRACT Admin Supp eRA Partners  Non-Research

Manage Post Award Amendments

i # Back to Search
Manage Post Award Amendments: View @
Application Information
Grant Number: H79Sh000123 bn Name: UNIVERSITY OF GAUDIUM
Project Period: 01/01/2020 - 12/31/2024 am (PCC):
Showing 1 - 5 of total 5
Amendment Grants.gov Budget Budget
Application # % Tracking # + Start + End F Type % Submitted $ Status 3 Award # & Action
6H79SM000123-011L003 GRANTO0E55693 01/01/2020 12/31/2020 Change in 09/19/2016 In Review
Scope
6H795M000123-01L002 GRANTO0B55691 01/01/2020 12/31/2024 Change in 09/19/2016 In Review
Scope ___
6H795M000123-01L001) GRANTO0655690 01/Q4/2020 12/33/2024 Changein | 00/19/2016 [ Awarded  6H795M000123-01M00L
NOTE: Awarded 09/19/2016 In Review ‘
6H795MO0023-01L001 applications will have an

"M" in the suffix instead of
Nthe "L" in the related 09/22/2016 In Review
application number

6H79SM0O00123-01L001 GRANTO00655838 O
[& View Prior RAM

=

The Back to Search button at the top of the page will return the user to the previous page.

The Initiate button at the top of the page will give options to begin another amendment
application.

The Action(s) button in the Action column provide a menu giving the options to either view a

consolidated PDF of all related Requests for Additional Material (View Prior RAM) or to open
up the RAM screen in order to upload materials (Edit RAM). The Edit RAM option will not show
for awarded applications. See the section on RAM for more detail.

Please see these topics for more detail:

o PI Initiate
e SO Initiate
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19.4 Request for Additional Materials - RAM

Subsequent to submitting an amendment application, the Program Official (PO) or Grants
Management Specialist (GMS) may ask for additional information to be submitted. This is done via
a "Request for Additional Materials" (RAM).

From the View Amendments screen, any applications that require additional materials or actions
will display an Action(s) button in the Action column.

National Institules of Health

i) A Electronic Research Administration
A program of the National Institutes of Health

Home Admin Insfitution Profile Personal Profile Status ASSIST Prior Approval RPPR xTrain XTRACT Admin Supp eRA Pariners Non-Research

_4'. U.8. Depariment of Health & Human Se

& Sabrina Bakit~ @Help % ContactUs & Logout

Manage Post Award Amendments

Manage Post Award Amendments: View @

Application Information

Grant Number: H795M1234567 Organization Name: UNIVERSITY OF PATIENTIA
Project Period: 01/01/2020 - 12/31/2024 Grant Program (PCC):
Showing 1 -5 of total 5
Amendment Grants.gov Budget Budget
Application # + Tracking # + Start + End s Type + Submitted % Status ¥ Award # + Action
6H79SM123456-01L003 GRANT12345678 01/01/2020 12/31/2020 Change in 09/19/2016 In Review
Scope
BH79SM123456-01L002 GRANTO0655691 01/01/2020 12/31/2024 Change in 00/19/2016 In Review
Scope ____
B6HT79SM 123456-01L001 5690 01/01/2020 12/31/2024 Change in 091972016 Awarded  6H79SM123456-01M003 Action(s)
GRANT123 ] ction(s) -
QOrganizational
45678 -
Information
BH79SM123456-01L004 GRANTO0E55694 01/01/2020 12/31/2020 Change in 09/19/2016 In Review
Scope _
(@ Edit RAM
6H79SM123456-01L005 GRANTO0655838 01/01/2020 12/31/2024 Merger, 09/22/2016  In Review
Successor- [A View Prior RAM

In-Interest, or
Transfer

Clicking on Action(s) will open up a menu to select from Edit RAM or View Prior RAM.

View Prior RAM will provide a PDF file of all RAM submissions that have been made for that
Amendment application.

Selecting Edit RAM will open the RAM screen.
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: A Electronic Research Administration
A program of the National institutes of Health

Post-Award Amendment Application: Request for Additional Materials (RAM) @

Application Infarmation

Grant Number: R012345 Amendment Application #: L0001 PD/PI Name: Doe, John Budget Period: 01/01/2015 - 010172017
Project Title: Project Tite will go here Amendmant Type: Budget Revision Org Nama: Linfversity of School Project Peried: 01/01/2016 - 01/D0172021
Grant Program (PCC): 12345

Instrections here, Lorem ipsurm dolor sit amet, consectetur adipiscing elit. Sed st amet enim eu lorem tempus finibus. Sed sit amet lea turpls. Nam luthes velit id dictum bibendum. Interdum et malesuada fames ac ante ipsum

primis in faucibus. Nunc laculis 3 uma quis akguam. Curabfitur et guam lea, Fusce tincidunt mefus vel faciksis auctor,
Flease provide additional materials:
File Name Date Created
uploaned-document-1.pdr 0172072016 iew m
uploaed-document-22 pf 017222016 View m
uploated-gocument-333 par 0172372016 View m

Please provide Comments to Agency:

On this screen will be:

o Application Information - A summary of the related application for which the RAM is being
requested.
o An option to upload required documents requested. Up to 10 documents may be uploaded.
Individual documents may not exceed 6MB in size.
o An area used for the justification which is a free-form text box and is a required field.
o Cancel, View, Save, and Submit buttons.
o Cancel - Takes the user back to the Amendment View
o View - Creates a PDF of all submitted RAMs
o Save - Saved the current in-progress RAM
o Submit - Sends the RAM to the agency. Once submitted, no more changes to this
specific RAM can be made and the justification and uploaded files will be appended
to the final summary PDF.

There can only be one active (i.e. non-submitted) RAM at a time to which changes
can be made by any authorized user. Once submitted, a new RAM is required for
additional changes.

o Things to note:
o There is no limit to the number of RAMs that the user can submit.

o Both Pl and SO can edit the RAM as it allows for a partial save.
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o The system provides an audit trail of who uploaded the documents.
o The user can see a consolidated list of all documents uploaded for RAM submission,
with the latest on top. It is presented to the agency as one PDF with all documents

combined.

Tip: Check all documents after uploading to ensure the right ones have been submitted.

When the RAM is submitted, an email notification is sent to the Government Project Officer
(GPO), Grant Technical Assistant (GTA) and Grants Management Specialist (GMS) .

The system provides an audit trail of who uploaded the documents.
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20 xTRACT

Extramural Trainee Reporting and Career Tracking (xTRACT) is a module within eRA
Commons used by applicants, grantees, and assistants to create research training tables for
inclusion in progress reports and institutional training grant applications.

Because xXTRACT is integrated with Commons it is able to pre-populate some training data for
training tables and reports by using xTrain appointment and related data. This includes trainee
names, selected characteristics, institutions, grant numbers, and subsequent NIH and other HHS
awards. XTRACT also allows the manual entry of data, for information not found in Commons or
xTrain. This manually entered information is stored in XTRAIN and can be re-used when
preparing subsequent training table submissions.

If you are a Signing Official (SO), Principal Investigator (PI), or assistant (ASST) in Commons,
you have access to the XTRACT module.

IMPORTANT: xTRACT is a tool for creating training tables. Tables generated in XTRACT
must be attached to and submitted with the appropriate progress report or application. There is no
Submit feature in xTRACT.

For additional information on XTRACT, please refer to the resources below:

e Guide Note: NOT-OD-16-007 (https://grants.nih.gov/grants/guide/notice-files/NOT-OD-
16-007.html)
o XTRACT Online Help: https://era.nih.gov/erahelp/xtract
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21 Reference Letters

If you are asked to submit a reference letter for someone, you must do so using eRA Commons.
Reference letters can be submitted any time after the Funding Opportunity Announcement (FOA)
is posted and no later than the deadline.

IMPORTANT: The referee need not log in to Commons to submit a reference letter for an
applicant. The process is external to Commons.

Although - as the Referee - you do not need a Commons role to submit a reference letter, the
candidate on whose behalf you are writing must have a Commons account and hold the PI role. If
your candidate does not hold this role, you will receive the following error when attempting to
submit the letter: Commons User ID of Applicant entered is invalid (ID:90274).

The candidate's Signing Official (SO) or Accounts Administrator (AQO) at the institution will need
to assign the PI role to the candidate's Commons account.

In order for you to submit a reference letter, the candidate must supply you with the following:
o Applicant's PI Commons User ID
o PI's last name as it appears on the Commons account

« Funding Opportunity Announcement (FOA) number

o FOA opening date and application submission deadline

Letters of reference must be no longer than 2 pages and in the PDF format.

NOTE: For Fellowship applications and Career Development programs a Letter of Reference
form is no longer required. A letter written on university letterhead or similar is acceptable.

To submit a reference letter, follow the steps below:

1. Use your internet browser to access the Welcome to the Commons at
https://public.era.nih.gov/commons/public/login.do
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2. Select the Submit Reference Letter link.

) A Commons

A program of the National Institutes of Health

(‘OER Contact Us | Help

Commeons Login 9
*Required field(s)

*Username

*Password

(For External Users Only)

(For External Users)
Forgot Password/Unlock Account?

Welcome to the Commons

{) System Notification Message
’VAII systems are currently available.

Scheduled Commons Maintenance: For maintenanc e information, see the eRA
Scheduled Maintenance Calendar.

Federated
Institutions/Organizations

| Select. v |

Signin

Federal User Login Here
eRA Service Desk

Howrs: Mon-Fri, TAM-8PM EDT/EST
Web: hittpcdigrants.nib.govisupport

Toll-free: 266-504-5552

Phone: 301-402-7455

Contact initisted outside of business
hours via Web or voice mail will be
returned the nesxt business day.

Support Related Resources

« Electronic Submission: Learn about the most frequent applic aticn errors at
Avoiding Common Errors.

« Electronic Application Submission: To learn about ¢ ompleting and
submitting an electronic grant applic ation and access helpful resources, visit
the Applying Electronic zlly website.

« eRA Home Page: To find Commens FAGs, User Guides, training materials,
and step-by-step instructions for performing tasks in Commeoens, visit the eRA
website.

Commons Related

eference Letters: To submit a referenc e letter when reguested by an
licant, please follow this link: Submit Reference Letfter.

« Demo Facility:

i e ¢ apabilities of the
MNIH eRA Commens in a sample environment.

—Privacy Act Statement

This warning banner provides privacy and security notices consistent with

applic able federal laws, directives, and other federal guidance for accessing this
Government system, which includes all devices/storage media attac hed to this
system. This system is provided for Government-authorized use only. Unauthorized
or improper use of this system is prohibited and may result in disciplinary action
and/or civil and criminal penalties. At any time, and for any lawful Government
purpose, the government may meniter, record, and audit your system usage and/or
intercept, search and seize any communic ation or data transiting or stored on this
system. Therefore, you have no reasonable expectation of privacy. Any

communic ation or data transiting or stored on this system may be disclosed or used
for any lawful Government purpese. Use of the eRA Commons website reguires
gathering perscnal information as part of the NIH grant propesal submission and
administration process. Grant proposals are treated as confidential until awards are
made. Upcn award, the title, principal investigator name(s), abstracts, and award
amount are disclesed publicly. Other information may be made available within and
outside the MNIH through routine uses, as described in SORMN 08-25-0038, or,
subject to the provisions of the Freedom of Information Act S U.S.C. 552, Your
activity while using this site is not anonymous: to protect the site, MIH tracks the IP
address and login information that is used for access, as well as the individual pages
you visit. The |P address is used to help verify user ID and to provide information
specific to the user's interest andior to respond to user queries. A more detailed
notic e is provided Here.

Register Grantee
Organization

About the Commons

= Frequently Asked
Questions
« Latest Release Motes

Additional Links

BePORT

Grants.gov

iEdison

Mational Institutes of

Health

« Public Access Policy
Page

» Loan Repayment
Program

« Commons Quick

Queries

The Submit Reference Letter form displays.
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Submit Reference Letter 9
Notes and Tips:

« |f you are submitting a reference for a fellowship application, please make sure to follow the instructions in Reference Letter Submission Process Guide

# Note: The Fellowship Reference Form previcushy used with Fellowship applications iz no longer required.

« |f your reference letter is not attached to your application, please check the FOA number. If this number is incorrect, the letter must be resubmitted by the
referee with the correct FOA number.

« FOA Number: Use format of IC-YY-20o<. For RFAs, drop the ‘RFA-. For example, for RFA-RM-13-005 use RM-13-005.

* indicates required field

Referee Information

Referee First Name:"

Referse Last Na.me:*

Referee M| Name:

Referee Email:"

Referee Institution/Affiliation:”

Referse Department:

Applicant Information

Pl Commons User ID:"

Funding Opportunity Announcement Mumber:™

Reference Letter Confirmation # {if
re-submitting}:

3. Fill out the fields on this page. Required fields are displayed with a red asterisk (*).
Select the Continue button.

The screen updates providing you a place for uploading your letter or form. The letter must
be in PDF format and should not exceed two pages. The PDF cannot be password-protected
and should not be fillable.

5. Attach the reference form or letter using the Browse button.
After attaching your letter, select the Submit button.

Once a reference letter is submitted, you and the candidate will receive a confirmation via email
that the letter was received. The candidate will not be able to see the reference letter you've
submitted.

IMPORTANT: If you need to submit a corrected reference letter, access the Commons Submit
Reference Letter screen again, filling out the fields, this time entering the Reference Letter
Confirmation # with the previous submission's confirmation number. Continue, attach the new
letter, and submit again.

For more information, refer to our tutorial on Y ou Tube titled Submit Reference Letters in
Commons.
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22 Understanding Grant Numbers

A grant number provides unique identification for the grant. The figure below shows an example
of a complete NIH grant number.

Sample Grant Number: 1 RO1 CA 123456-01A1

Application Type Activity Code | Institute/Center (IC) | Serial Mumber | Support Year | Extension

1 RO1 CA 123456 01 Al

The grant number is comprised of the following parts:
Application Type: Indicates the type of application (e.g., new, renewal, non-competing, etc.)

Activity Code: Represents the specific category of support (e.g., research projects, fellowships,
etc.)

Institute/Center Code: The code for the NIH Institute/Center (IC) associated with the grant

Serial Number: The unique number - assigned by the NIH Center for Scientific Research (CSR)-
identifying the specific application

Support Year: Indicates the current year of support (e.g., an 01 support year is a new grant)

Suffix Code: An optional code used for supplements, amendments, or fellowship institutional
allowances

For additional information, access the Grants & Funding website listing the types of grant
programs (Policy: https://grants.nih.gov/grants/funding/funding program.htm).
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22 ORCID

The Open Researcher and Contributor ID (ORCID) is used within NIH and GRANTS.GOV to
relate publications to grants. Due to this relationship, the place to add the ID is within NCBI
(National Center for Biotechnology Information) and not within eRA Commons directly.

Once the ORCID is linked in NCBI, the update will propagate to the profile in Commons.

If you do not already have this ID, it can be created at http://orcid.org/.

The steps to link it in MyNCBI would be similar to the instruction set used by the National Library
of Medicine: https://www.nlm.nih.gov/pubs/techbull/so14/s014 sciencv_orcid.html

For additional help with NCBI, use their email-based service desk:
NCBI Service Desk email link

That link is found on the lower right of the NCBI logon page.

For more information regarding ORCID ID please visit http://orcid.org.
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